NABE 2015-16 Policy and Procedures Manual
Table of Contents
(Updated 12/08/15)

I. Introduction—NABE History

2

II. The NABE Leaders Manual
A. Purpose
B. Authority
C. Distribution
D. Updating

3
3
3
3

III. Membership
A. Regular
B. Associate
C. Retired
D. Solicitation of New Members
E. Information for New Members
F. First-Time Attendee Welcome/Orientation

4
4
4
5
5
5

IV. Governance
A. Duties of Officers
B. Members and Duties of the Board of Directors
C. Board Meetings
D. Membership Meetings
E. Nomination and Election of Officers and Directors
F. Removal or Suspension of Officers
G. Conflict of Interest Policy
H. Board Member Agreement
I. Whistleblower Policy
J. Document Retention Policy
K. Antitrust Compliance Policy and Guidelines
V. Finances
A. Dues/Fees
B. Membership Services
C. Meeting Fees
D. Contracts
E. Development of a Budget
F. Management of Receipts, Disbursements, and Bank Accounts
G. Reserves/Investments
H. Section Finances
I. Expense Reimbursement
J. Role of DBS Staff in Financial Management
K. Transfer of Financial Records
L. Audit

6
10
13
14
14
17
17
17
18
18
18

19
20
20
21
21
21
22
22
23
23
24
24

M. Credit Card Policy
N. Limitations to Bank Balances
O. Bad Debt Policy
P. Reporting of Mismanagement of NABE Funds
VI. Committees and Forums
A. Structure
B. Review and Appointment
C. Meetings
D. Reports & Responsibilities
E. Support from DBS Staff
F. Standing Committee Descriptions
G. Special Interest Groups

24
25
25
25

26
26
27
28
29
29
31

VII. Sections
A. Establishment of New Sections
B. Section Education Programming
C. Other Section Activities
D. Budgets/Reports
E. Support from DBS Staff
F. Orientation for New Chairs

33
33
33
33
34
34

VIII. Annual and Midyear Meetings
A. Planning
B. Timetable
C. Program Speakers
D. Section and Committee Programs
E. Program Materials
F. Social Programs
G. Meeting Arrangements
H. Budgeting
I. Scholarships
J Ticketed Events
K Partial Fees
L. Non-Member Fees
M. Fees for DBS Staff
N. Sponsorship and Exhibitors
O. Meeting Protocols

35
35
35
37
37
37
37
39
39
39
39
40
40
40
41

IX. Other Educational Programs
A. Section Workshops
B. Small Bar Conference
C. Chief Staff Executives Retreat
D. New Bar Executives Institute
E. Sponsor Solicitations for Other Educational Programs
F. CSE and Small Bar Conference Scholarships

43
43
44
44
44
44

X. Administrative Support
A. Meetings
B. Maintenance of Records
C. Non-Member Lists
D. Historical Records
E. Communication with Members
F. Research and Clearinghouse
G. Internal ABA Communications
H. Listservs and Electronic Communications
I. Website and Social Media
J. Miscellaneous

46
46
46
46
47
47
47
48
48
48

XI. Publications
A. Membership Recruitment Brochure
B. Section and Committee Publications
C. NABE News
D. NABE Website

49
49
49
49

XII. Awards
A. NABE Organizational Awards
B. Communications Section Awards
C. Governmental Relations Section Award

50
51
52

Appendices
Appendix
Appendix
Appendix
Appendix
Appendix

A.
B.
C.
D.
E.

Appendix F.
Appendix G.
Appendix H.
Appendix I.
Appendix J.
Appendix K.
Appendix L.
Appendix M.
Appendix N.
Appendix O.
Appendix P.
Appendix Q.
Appendix R.
Appendix S.

Bylaws, Logo, and Mission Statement
List of Honorary Members
Dues Schedule and Fees
NABE Leadership and Vice-Presidential Rotation
Conflict of Interest Policy; Board Member Agreement; Whistleblower
Policy; Document Retention Policy; Social Media Guidelines; Antitrust
Compliance Policy and Guidelines
Current Year’s Budget
Investment & Reserve Policies; Audit Committee Policies
Section Budgets
General Reimbursement Policy
Committee Leadership
Section Bylaws
Section Councils
NABE Calendar
Division for Bar Services Staff
Electronic Discussion Groups
Award Recipients
Committee, Forum and Section Report Forms
NABE Past Presidents
NABE Diversity Policy and Plan

NABE
Policy and Procedures Manual
2015-16

Revised 12/08/15

Page 1

I. INTRODUCTION: HISTORY OF NABE
The National Association of Bar Executives (NABE) was founded in 1941 to serve the staff of
bar associations and law-related organizations. NABE’s mission is to enhance the skills and enrich the
careers of bar association professionals. NABE’s vision is to be a diverse, inclusive organization. The
association offers opportunities for professional development and enables members to build a network
of colleagues who handle similar responsibilities. Members are encouraged to take leadership roles
within NABE, their organizations and the broader community.
NABE fulfills its mission through educational programming, information sharing and volunteer
commitments.
NABE is an independent not-for-profit organization. It was incorporated in May 1990 in
Illinois. It became an affiliate of the American Bar Association (ABA) in 1983 when NABE was
granted a delegate to the ABA House of Delegates. NABE has received staffing and office space from
the ABA since 1953. These accommodations are provided through the ABA Division for Bar Services
(DBS), and, since 2011, staff services and office space have been provided under a letter of agreement
between ABA and NABE.
Since its founding, NABE has had individual members. However, in its early days, it was
considered an association of organizations since dues were assessed on the bar association. Each bar
association had one vote, regardless of the number of members from that association. A bylaw
revision in 1987 implemented the current system of individual membership dues and established the
policy of one member, one vote.
The NABE Bylaws, mission statement and logo are in Appendix A. Official colors for the
logo are brown, orange, salmon and grey.
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II. THE NABE POLICY AND PROCEDURES MANUAL
A. Purpose
The NABE Policy and Procedures Manual (Manual) is intended to serve as a guide for the
Board of Directors, committees, sections and members of NABE in fulfilling their responsibilities to
the Association and as a guide for DBS staff in the fulfillment of services outlined in the letter of
agreement and the scope of services attached thereto. Wherever any discrepancies exist between the
Manual and letter of agreement and attached scope of services, the letter of agreement and attached
scope of services shall prevail. Its purpose is to provide continuity as the leadership of the
organization changes from year to year, and to serve as a reference for organizational operations. The
Manual outlines the support and services DBS provides to NABE, and, conversely, outlines NABE’s
contributions and commitments to DBS and/or the ABA.
(See also Section X, “Administrative Support”)
B. Authority
The Manual provides both NABE volunteer leaders and the DBS staff with a historic record of
how to conduct the business of NABE. The procedures and protocols contained in the Manual have
been approved by the NABE Board of Directors and serve as a guide. It is complementary to the
NABE bylaws, and the bylaws shall prevail in the event of conflict or ambiguity. Different times and
different circumstances will require individuals to exercise their best judgment in performing NABE’s
business.
C. Distribution
The Manual is posted to the NABE website and available to NABE members.. The Manual
also is accessible to DBS staff on the NABE website and in the electronic files of NABE housed
within the DBS offices. Every effort should be made to update the online manual within 30 days of
changes approved by the board.
D. Updating
Proposed changes may be recommended by any regular member and DBS staff. The Board
must approve all changes to the manual. Approved changes are articulated by the Secretary or NABE
President’s designee and are made by DBS staff.
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III. MEMBERSHIP
A. Regular Membership
All staff members of bar associations are eligible for Regular Membership in NABE as
defined in the NABE Bylaws. This includes general purpose associations and those serving
specialized audiences.
B. Associate Membership
Staff of other law-related organizations may apply to the Board for Associate Membership.
The Board determines eligibility on the basis of the organization’s relevance to NABE and whether its
purposes are compatible with those of NABE members. Current examples include continuing legal
education organizations and bar foundations. Associate members include, but are not limited to:
employees of lawyer referral services that are operated independently of a bar association; employees
of for-profit management companies that provide management services to bar associations or
law-related membership associations; staff to organizations of paralegals, court reporters; or court and
state employees whose responsibilities are directly related to the work of NABE. Employees of nonlaw related organizations and for-profit companies that don’t provide direct services to bar
associations are not eligible for membership. Associate Members may not hold elective office nor
may they vote. All new members joining through the NABE website are screened for eligibility
before membership is activated. Those appropriate for Associate Membership are directed to submit
an application to the Board. Individuals who are neither eligible for Regular Membership nor
Associate Membership are contacted, advised of their ineligibility, and refunded any fees paid.
Potential Associate Members not approved by the Board are also refunded any fees paid.
C. Retired Membership

Former staff members of bar associations who were Regular or Associate Members of NABE
and meet one or more of the following criteria are eligible, upon request, for Retired Membership.
•
•

Individuals who are fully retired from bar association work;
Individuals who are no longer eligible for regular or associate membership.

Retired members may not hold elected office nor may they vote. They pay no meeting
registration fees, except for meals and other ticketed events.
The dues for retired members will be set at a level to encourage participation as well as cover
the cost of maintaining the member on the association’s roster. Dues for section membership are not
waived. Retired Members cannot join through the website and are directed from the website to contact
DBS staff for Retired Membership information.
This policy became effective August 9, 2007. Former members recognized as honorary
members prior to the effective date were grandfathered as Retired Members for Life. Grandfathered
Honorary Members pay no dues. However, they are responsible for communicating with DBS
annually to update their contact information.
See Appendix B for list of honorary members and Appendix C for current dues/fees schedule.
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D. Solicitation of New Members
When DBS staff learns of a new bar executive, DBS staff adds the individual’s name to a
prospect list. These individuals are sent member information via email and directed to the NABE
website with instructions on joining the organization. The Membership Committee Chair is provided
a list of the prospects solicited. DBS staff maintains the prospect list through the next annual
membership solicitation. The Membership Committee may review these names to determine whether
some follow-up contacts would be beneficial.
If a potential new member is replacement personnel for an existing member, DBS staff will
transfer the existing membership to the replacement.
E.

Information for New Members

Individuals joining via the NABE website automatically receive a welcome letter from the
NABE President electronically. Individuals joining via mailed invoice receive the welcome letter
electronically after DBS staff adds them to the membership database. The individual also is added to
the NABE membership listserv. Individuals entered into the membership database (either by joining
on line or via processing by DBS staff) automatically appear in the membership roster on the NABE
website. DBS staff provides the Chair of the Membership Committee, the Chair of each section, and
the NABE President with a list of new members at least annually and upon request.
F.

First-Time Attendee Welcome/Orientation

The Membership Committee, in conjunction with the Board, shall make a special effort to
welcome every first-time attendee at their first NABE Annual or Midyear meeting. First-time
attendees may or may not be new members. The welcome effort should include, but not be limited to,
name badge recognition; assignment of a “buddy” (veteran member) to help the first-time attendee
navigate the meeting and meet other members; orientation; dinner or other evening food event
attended by first-time attendees, buddies, and the Board of Directors; and recognition at the meeting’s
opening general session. The Membership Committee is charged with the responsibility of designing
and implementing the welcoming activities. The Membership Committee should call upon members
of the Board, the Chairs of the sections and committees, and DBS staff as resources.
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IV. GOVERNANCE
A. Duties of Officers
The required duties of each officer are enumerated in the Bylaws. This section of the Manual
is intended to supplement the Bylaws by outlining specific responsibilities of each position.
1.

President
The term of the President is one year. The following duties are assigned to the President:
a.

Spokesperson
The President is the official spokesperson for NABE.

b.

Presiding Officer
The President is the presiding officer for NABE business meetings and lunches and
works with DBS to determine agendas; makes welcoming remarks at the opening
sessions of annual and midyear meetings; calls upon various officers and committee
and section chairs for reports; and introduces the NABE Immediate President at the
concluding session of the NABE Annual Meeting, presenting him/her with a gift
from the organization.

c.

Attendance at Meetings
The President represents NABE at events sponsored by NABE or its sections or
committees, and at meetings in which NABE has an official interest. The President
is not required to attend those events but may designate an officer to represent
NABE at one or more of the events, particularly when representation by another
officer would have significantly smaller financial impact on NABE.
When necessary and appropriate, these events include: the section workshops, the
NABE Chief Staff Executives Retreat, the Small Bar Conference, meetings of the
ABA Standing Committee on Bar Activities and Services, the ABA Bar Leadership
Institute, and Joint Meetings of NABE with the National Conference of Bar
Presidents (NCBP) and National Conference of Bar Foundations (NCBF). The
President also may be asked to represent the organization at the meetings of the
executive boards of NCBP and NCBF.
The NABE budget includes a line item for the President’s participation in these
programs. Since these funds are limited, however, it is understood that NABE does
not reimburse the President (or the President’s designee) for attending meetings that
the President or the President’s designee would ordinarily have attended.

d.

Communication with Members
The President communicates with members about issues or events of importance
through the President’s Column in NABE News, the organization’s electronic
newsletter, or other means deemed appropriate by the President. When more direct
communication is necessary, DBS staff may send electronic messages or (rarely)
postal mailings to the members on behalf of the NABE President, based on the most
appropriate timely method and cost effective manner for the message to be
delivered.
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e.

Annual communications include:
• A letter with the annual dues statement encouraging members to renew their
membership;
• Meeting registration marketing materials in advance of Annual and Midyear
Meetings;
• Letters of invitation to potential members;
• Letters of welcome to new members;
• Solicitation of nominations for the Bolton Award for Outstanding Bar
Leadership, the Peer Excellence Award, the NABE/LexisNexis Community and
Educational Outreach Awards, and for other awards;
• Solicitation for applications for the position of NABE Delegate to the ABA
House of Delegates, in appropriate years; and
• Solicitation for applications to fill vacancies on the Board as needed.
The President also prepares a report to be delivered orally at Annual and Midyear
Business Meetings, updating members on the progress and projects of the
association. The President also maintains regular contact with the NABE staff
person assigned as liaison to the board, currently the DBS Deputy Director.

2.

f.

President’s Appointments
No later than May 15, the incoming President (while still President-Elect) is
responsible for appointing the members of committees and appointing board liaisons
to those committees for the organizational year beginning July 1. To facilitate
timely appointment of committees, the incoming President shall coordinate with the
incoming President-Elect and DBS staff on the review of committee appointment
requests received by April 15 from the NABE membership. Also not later than May
15, the incoming president is responsible for appointing board liaisons to each
section for the organizational year beginning July 1. The President may appoint
various special committees or task forces of the Board at any time during his/her
term, but not to exceed beyond the conclusion of his/her term unless reapproved by
the subsequent President. During the year, the President may fill vacancies on
committees or appoint alternate Board liaisons as necessary. (For chair
appointments, see President-Elect and Vice President duties at IV, A, 2 and IV, A,
3.)

g.

Committee Service
The President serves as a member of the Executive Committee.

h.

Annual Meeting
The President is responsible for picking out a gift for the Immediate Past President
to be presented at the Annual Meeting. The President’s remarks during the Annual
Meeting should include comments honoring the Immediate Past President and
should outline his/her plans for the organizational year. (See VIII. Annual and
Midyear Meetings).

President-Elect
The term of the President-Elect is one year, after which the incumbent automatically
succeeds to the office of President. The President-Elect’s primary responsibility is to
preside in the absence of the President and to become familiar with the issues and programs
of the Association so as to be prepared to serve as President.
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3.

a.

Program Committee
The President-Elect serves as the Board’s liaison to the NABE Program Committee.
In that capacity, he/she attends meetings of the committee and communicates any
proposals, decisions, or concerns of each entity to the other.

b.

Committee Service
The President-Elect serves on the Finance Committee which works with DBS staff to
establish a budget for the coming year. The President-Elect is a member of the Board
of Directors Executive Committee.. (See IV, B, 3-4)

c.

Appointments
Not later than May 15, the incoming President-Elect (while still Vice President) shall
make vice chair appointments for standing committees for the organizational year
beginning July 1. Generally, these vice chairs will subsequently serve as chairs of
their assigned committees during the presidential year of the individual who
appointed them.

Vice President
The term of the Vice President is one year, after which the incumbent automatically
succeeds to the office of President-Elect. The Vice President assists the President and
President-Elect in their duties. The Vice President serves as Parliamentarian for NABE
Board and meetings of the membership. The Vice President serves as a member of the
Executive Committee and the Finance Committee, as chair of the Investment Committee
and as liaison to the Membership Committee. The Vice President shall serve as
Compliance Officer in regard to the Whistleblower Policy. The Vice President documents
action items from each Board meeting and distributes a copy of the action items to the
Board and DBS staff within five (5) business days of the conclusion of the meeting. Along
with the Board Liaison to each committee, the Vice President reviews any proposed
committee surveys of the membership; makes recommendations to the respective
committee regarding survey content and timing of distribution; and makes
recommendations to the NABE Executive Committee regarding approval of the respective
survey.
The Vice President, in preparation for his/her term as President-Elect, will begin to consider
individuals who are potential committee vice chairs. Final selections for committee vice
chairs must be made by May 15 during the Vice President’s term (approximately six weeks
prior to becoming President-Elect). (See President-Elect duties above at IV, A, 2, c.)

4.

Secretary
The term of the office of Secretary is one year. The Secretary takes minutes of NABE
membership meetings and Board meetings. Within 30 days following a meeting, the
Secretary sends an electronic copy to DBS staff for inclusion in the packets for the next
membership meeting or Board meeting for approval and/or corrections. Once approved, the
minutes will become permanent records of the Association.
The minutes include the date, time, and place of the meeting. The document need not be a
transcription of the meeting, but will include each motion made and the disposition of the
motion. It should include at least a sense of the discussion of all agenda items regardless of
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whether the discussion results in a motion. Final approved minutes will be posted to the
NABE Website.
The Secretary articulates board approved changes to the Manual to the appropriate DBS
staff member, who subsequently makes revisions to the Manual. The President and
Secretary receive proposed amendments to the Bylaws and other official correspondence
between the membership and the Board. The Secretary serves as the liaison to the Bylaws
Committee. In that capacity, the Secretary communicates with the Bylaws Committee,
requests recommendations on changes to the Bylaws proposed by the Board or other
members, and seeks the Bylaws Committee’s interpretation of the Bylaws as necessary.
The Secretary is responsible for recording in the minutes of NABE business meetings any
amendments made by the membership to the Bylaws and articulating to DBS staff any
updates to the posted Bylaws made necessary as a result of said amendments. The Secretary
also drafts and delivers memorial resolutions and letters of condolence on behalf of the
association. Expressions on behalf of the Board may be made at the Secretary’s discretion
in consultation with the President, and the Treasurer if substantial funds are involved.
The Secretary is responsible for the ongoing process of identifying NABE’s records, which
have met the required retention period, and overseeing their destruction in accordance with
the document retention policy located at Appendix E4.
The Secretary serves as a member of the Executive Committee.
5.

Treasurer
The term of the office of Treasurer is two years. The Treasurer serves as the association’s
chief financial officer and supervises the safekeeping of funds and investments of the
association; together with the Finance Committee and DBS staff, prepares an annual budget
for Board approval; approves disbursements in accordance with the provisions in Section V.
Finances; signs checks; signs contracts on behalf of NABE, as appropriate; maintains
accurate and complete financial records in cooperation with DBS staff; reviews bank
statements and reconciliations; supervises preparation and distribution of financial reports
to the Board of Directors; reviews reports for the sections as to their financial status; and
arranges for and cooperates in an annual independent financial audit, which includes the
preparation of the Federal 990 and state tax return. Provides oversight to the DBS staff in
their receipt and disbursement of NABE funds and is responsible for overseeing accurate
distribution of expenses and income to the appropriate accounts. (See Section V, Finances).
Annually, after fiscal year-end, the Treasurer shall perform a review of the financial
statements and, at the same Board meeting during which the annual audit is presented,
discuss the financial review with the Board and identify any concerns or issues raised by
the review to assure financial stability of the organization.
The Treasurer serves as a member of the Executive Committee, chairs the Finance
Committee, and serves as Vice Chair of the Investment Committee. The Treasurer serves
as the Board Liaison to the Audit Committee.
The Treasurer shall serve as Compliance Officer in regard to the Whistleblower Policy if
the Vice President is unable to serve.
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B. Members and Duties of the Board of Directors
1.

Composition
The Board consists of eleven members, five of which are officers described above along
with six Directors. The Directors represent constituents from state bars, local bars,
specialty bars and other organizations on the Boards. There are two state bar Directors, two
local bar Directors and two at-large Directors. Each Director’s term is two years and terms
are staggered so that each year three directors (one from each constituency) either rotate
off the board or must stand for reelection. Directors may serve up to two consecutive full
terms. If service is as a result of an interim appointment, directors may serve up to two
consecutive full terms in addition to the completion of the interim term. All Board
members are collectively responsible for the governance and oversight of operations of
NABE. Although members may represent specific NABE constituencies, each Board
member, once elected, has the duty to act in the best interest of the entire organization.

2. Board of Directors Liaison Responsibilities
Every member of the Board is appointed by the President to serve as liaison between the
Board and one or more sections or committees, including special committees and task
forces, for a one-year term.
The function of the Board liaison is to assist in the operation of the particular entity by
acting as an information conduit between the entity and the Board. The Board liaison is
responsible for communicating developments from the Board to the particular entity, and
vice versa.
Specific duties include:
• Attend meetings of the entity, when appropriate;
• Assist the entity in remaining vital and active within its assigned scope or endeavor;
• Coordinate with DBS staff in bringing relevant developments in NABE to the
attention of the entity and communicating relevant developments within the entity
to the Board as well as other concerned entities;
• Assist the entity in reporting to the Board, including coordination with DBS staff in
bringing action or informational items before the Board;
• Advise the Board when the entity has fulfilled its designated purpose and is no
longer necessary or its charge should be updated;
• Coordinate with DBS staff to call to the entity’s attention any NABE policy that
may affect the entity’s activities or work schedule;
• Circulate to the Board and DBS staff any reports, minutes, or correspondence from
the assigned entity;
• Review, in conjunction with the Vice President, any proposed committee surveys of
the membership; make recommendations to the respective committee regarding
survey content and timing of distribution; and make recommendations to the
NABE Executive Committee regarding approval of the respective survey.
3. Executive Committee
The Executive Committee of the Board is composed of the President, who shall preside, the
President-Elect, the Vice President, the Secretary, and the Treasurer. The Executive
Committee functions in the absence of the Board, but must report its actions to the Board as
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soon as is reasonably possible, but not later than the next Board meeting. Duties include
approval of any surveys of the membership proposed by NABE committees.
4. Finance Committee
The Finance Committee is comprised of the Treasurer, who shall serve as Chair, the
President-Elect, Vice President and two Directors appointed by the President. The Finance
Committee, in cooperation with DBS staff, shall develop a budget for the following year
and present it to the Board for approval at its February meeting.
5. Investment Committee
The Investment Committee is comprised of the President-Elect, Vice President, Treasurer,
one first-year board member and one second-year board member. The Vice President will
chair the committee and the Treasurer will serve as Vice Chair of the committee. Duties of
this committee are outlined in the NABE Investment Policy at Appendix G1.
6. Other Board Committees
Board members may be appointed by the President to sit on other special committees and
task forces necessary to conduct the business of the Board or NABE.
7. Appointments by the Board
The Board of Directors is responsible for appointing the NABE Delegate to the ABA House
of Delegates, the NABE Audit Committee, and individuals necessary to fill vacancies on the
Board, except as indicated in the Bylaws.
a. NABE Delegate to the ABA House of Delegates
The Board selects one candidate to fill the Delegate position at its spring Meeting during
odd-numbered years, with the Delegate to take office at the close of the next ABA Annual
Meeting. The selection by the Board is from a roster of interested members obtained
through a solicitation of the general membership by the President. The Delegate may serve
up to three consecutive two-year terms. The Delegate must be a regular member of NABE
and a lawyer member of the ABA. The Delegate should have a history of participation in
NABE committee and section activity, and be engaged in ABA committee work through
service on a committee and/or liaison to ABA projects. The Delegate is required to attend
both the midyear and annual ABA House of Delegates meetings, and submit written reports
prior to and subsequent to the House of Delegates meetings. The reports should inform
NABE members about agenda items before the House of Delegates and action taken at its
meetings. In addition, the Delegate should submit a written report on ABA activities to the
Board prior to its regularly scheduled meetings. The Delegate may be asked to attend a
midyear or annual Board meeting to make his or her report. The Delegate also may be
asked to present his or her report to the NABE members attending the annual and midyear
meetings. NABE will reimburse the Delegate’s expenses incurred by attending the meeting
of the ABA House of Delegates in accordance with NABE policy, but only those expenses
necessary for the extended stay associated with service as a Delegate.
b. Audit Committee
The Board, by the affirmative vote of a majority of the Board, shall designate an Audit
Committee which shall consist of five (5) members of NABE, at least one of whom has
never served on the Board. Not more than two members may have served on the Board in
the last two years. Members of the Audit Committee shall be appointed by the Board on
the recommendation of the President, and may be removed and replaced by the Board of
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Directors. The Audit Committee shall assist the Board in monitoring the integrity of the
financial statements of NABE, the independent auditor’s qualifications and independence,
the performance of the independent auditors, and such other responsibilities as the Board
may authorize. The Audit Committee shall operate pursuant to a charter which shall be
ratified by the Board. The Audit Committee shall make reports of its activities to the Board
as the Board may request, but at least annually.
The committee consists of five members to be appointed for staggered three-year terms.
Initial appointments will be made as follows:
•

ONE individual shall be appointed for a one-year term.

•

Two individuals shall be appointed for a two-year term with no more than
one of them having served on the Board within the last two years.

•

ONE individual shall be appointed for a three-year term.

•

One individual shall be appointed for a three-year term and shall serve as
chairperson for at least the first year of the existence of the committee. This
person shall not have served on the Board within the last two years.

Subsequent to the end of the initial terms, each successor shall be eligible for appointment
to a full three-year term.
Subsequent to the initial appointments, the president, with the approval of the Board of
Directors, shall appoint the chairperson to a one-year term from among the members of the
committee who have served at least one year on the committee.
c. Board Vacancies
The Board is responsible for filling vacancies on the Board in accordance with the bylaws
of the association. (See IV, E, 4)
8. Awards
The Board of Directors is responsible for selecting the recipients of the annual Bolton Award,
Peer Excellence Award, and NABE LexisNexis Community and Educational Outreach
Awards. (See )
9. Fee and Scholarship Award Setting
By virtue of its responsibility to set the annual budget of the organization, the Board is
responsible for setting regular, associate, and retired member dues; annual and midyear
meeting registration and social event fees; Chief Staff Executive Retreat fees; Small Bar
Conference fees; and all scholarships awarded by NABE except those awarded by NABE
sections. Attendant with setting the fees of the Small Bar Conference, the Board is responsible
for selecting the date and location of the Small Bar Conference at least 18 months before each
conference takes place.
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C. Board Meetings
1. Meetings
The Board meets in person four times during the year. The President or his/her designee must
give Board of Directors members at least 20 days’ notice of each meeting. The presence of
seven members constitutes a quorum. Committee and section chairs are required to submit a
report for each of these meetings. A reminder and report form are sent to section and
committee chairs by DBS staff. The President, at his/her discretion, may invite a committee or
section chair to present a report in person if matters warrant and attendance is financially
feasible.
The first of the four in-person meetings is held the day before the opening session of the
NABE Annual Meeting. Agenda items include: appointment of Board committees; budget
review; and orientation for new members.
The second meeting is usually held in the fall. This is traditionally a two-day meeting, held at
a financially feasible location of the President’s choosing. The Board approves the budget
for the following fiscal year.
The third meeting is held on the day before the opening session of the NABE Midyear
Meeting.
The fourth meeting is held in the spring at a financially feasible location determined by the
President. This meeting frequently deals with, but is not limited to, issues of a more
substantive, long-range nature than other meetings as the Board has time in which to consider
such issues. This meeting should include agenda items such as selection of recipients of the
Bolton Award and other NABE awards. In odd-numbered years, the NABE representative to
the ABA House of Delegates is selected at this meeting.
Additional meetings of the Board may be conducted as noted in the Bylaws. Any regular or
special meetings may be held at times and places determined by the President with the consent
of a majority of the Board. Additional special meetings may be called upon the written
request of three or more members of the Board. Any regular or special meeting may be held
in person, by conference call, webcast, email or other means of communication. In addition to
the four meetings that the entire Board attends, the Executive Committee may also participate
in conference calls as necessary.
2. Executive Session
Any Board meeting may include an executive session, during which confidential matters may
be discussed. Only members of the Board may attend. Elections to fill Board vacancies,
selection of award recipients and disciplinary hearings as outlined below may be held in
executive sessions.
3. Meeting Arrangements
DBS staff, in cooperation with the President, makes arrangements for the above referenced
meetings, including: securing a location or setting up conference calls; making hotel and meal
arrangements; notifying the Board and appropriate participants of the date, location, schedule,
hotel arrangements, and deadline for submission of agenda items; receiving, duplicating, and
distributing the agenda, entity reports, and other materials; and attending the meeting.
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D. Membership Meetings
A NABE membership business meeting is held at the Annual and Midyear Meetings of
NABE. The agenda will include approval of the minutes of the last meeting and may include
committee or section reports, a Treasurer’s report, the President’s report on current issues or projects,
a report of the Delegate to the ABA House of Delegates, and any votes on amendments to the Bylaws.
Amendments to the Bylaws are voted on at an Annual or Midyear Meeting and must receive 2/3 vote
of those present to pass. The Annual Meeting agenda includes the acknowledgement of the
Immediate Past President, recognition of Board members and committee and section chairs who have
recently completed terms of service, and the presentation of awards.
E. Nomination and Election of Officers and Directors
1. Qualifications and Terms of Office
The officers and members of the Board shall be regular members. Candidates for the office of
Vice President must have served at least one full year on the Board prior to taking office as
Vice President. There is a three-year rotation for the office of Vice President. Each year the
constituency represented by the elected Vice President will rotate from local bar to state bar to
at-large. There is no specific eligibility for someone to serve as a Director other than being a
regular NABE member from a bar association as defined in the NABE Bylaws. If, during their
term, a Director changes bar association employment and the new association does not meet
the same criteria as the previous employer (i.e., state, local or at-large), the director will no
longer be eligible to hold the office to which they were elected.
The term of office of the President, President-Elect, Vice President and Secretary shall be one
year. The office of Treasurer and all Directors shall be for a term of two years. Terms
commence on July 1. NABE’s Secretary, Treasurer and Directors are each eligible to serve
two consecutive terms in the same office. In the last year of their second term, the Secretary
and Treasurer may run for a different officer or Director position on the Board. Directors,
regardless of whether they are a state, local or at-large Director, are not eligible to run for a
different Director position but may run for an officer position. Officers or Directors elected to
fill an unexpired term are eligible to run for two full consecutive terms following the
completion of the unexpired term. Terms are considered consecutive unless they are at least
two years apart.
See Appendix D for NABE Officers and Directors and the Vice President rotation.
2. Petition Process
In January and no later than January 31, notification is sent to the general membership from
DBS staff soliciting candidates for office. The notification includes: a description of the open
positions and their responsibilities; eligibility requirements for each position; an outline of the
election process; a nominating petition; and instructions for filing the petition.
The deadline for filing petitions is March 15. Each petition must contain the name of the
candidate and the office for which the individual seeks to be a candidate, and the signatures of
five regular members of NABE. The Elections Committee and DBS staff are responsible for
verifying the signatures. In the event that a petition is defective, the Chair of the Elections
Committee or designee will notify the petitioner who will have one week to correct the defect
and resubmit the petition. Once petitions are approved, the names of candidates and the office
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for which they have filed are posted on the NABE Website by April 1. Prior to the petition
deadline the names of those filing as candidates will be disclosed upon request.
Candidates wishing to withdraw from the election must do so in writing to the Chair of the
Elections Committee.
3. Elections Process
The Elections Committee is appointed by the President. This committee consists of three
individuals, none of whom may be candidates for office. Generally, there should be one each
from a state and a local bar association, and one selected “at large.” Working with DBS staff,
the committee’s responsibilities are: to notify the candidates of election procedures, including
any deadlines set by the committee; request a biographical sketch or resume of no more than
two pages, a personal statement not to exceed 100 words, and a photo from each of the
candidates; notify candidates that they will be expected to sign the Board Member Agreement
if elected; verify the accuracy of the current roster of voting members; notify eligible members
of the means and process for voting, currently via online voting provider; and verify the results
as outlined below. All regular members of record as of April 1 are eligible to vote in that
year’s election.
a. Ballot Content
Not later than April 15, the Elections Committee or designee shall make known the
balloting procedures to all eligible members. The ballot shall list the name, job title and
bar association of each candidate for each office. The names will be listed in an order
determined by lot. Candidates will be notified of their position on the ballot.
Included with balloting information and procedures will be directions for accessing the
biographical sketch or resume, personal statement and photo of each candidate. There
also may be a letter of explanation from the Elections Committee or designee.
b. Deadline for Voting
The deadline for submitting votes is May 1.
c. Verification of Voting Process
The Elections Committee or its designee (such as the DBS staff) shall determine that the
process used for tabulating the votes adheres to NABE policies. The candidate receiving
a plurality of votes for each office shall be declared elected to that position for a one-year
term with the exception of Directors and the Treasurer who shall be elected for a
two-year term. In accordance with the bylaws, in the event of a tie vote, ballots shall be
distributed to all eligible members no later than May 15. Balloting for the run-off
election must be completed not later than June 1 and the results shall be verified and
made known as soon as possible, but not later than June15.
d. Miscellaneous Provisions
The Elections Committee shall determine all challenges and questions arising in
connection with the right to vote, and shall do such acts as are proper to conduct the
election with fairness. The complete results of the voting shall be announced as soon as
practicable, but not later than May 15. Candidates will be notified of the results by the
Chair of the Elections Committee or designee. Vote totals will be disclosed only upon
the request of the candidates and are not made public. After each of the candidates has
been notified, the results will be posted on the NABE website.
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e. Non-Contested Elections
Where positions are not contested, the Elections Committee notifies the membership of
the results by April 1.
f. Ineligible Candidates
Between the time of election and the July 1, should a candidate become ineligible or
unable to serve, the Board will fill the vacancy as set forth in Paragraph 4 of this
section.
g. Time
If any deadline date specified falls on a Saturday, Sunday or legal holiday, the next
succeeding business day that is not a legal holiday shall substitute for that specific
deadline. Legal holidays include: New Year’s Day, Martin Luther King, Jr. Day,
Presidents’ Day, Memorial Day, Independence Day, Labor Day, Columbus Day,
Veterans Day, Thanksgiving Day, Christmas Day, and any other day appointed as a
holiday by the President of the United States or Congress.
h. Campaign Rules
Use of any and all of NABE’s listservs for the purpose of election campaigning is
prohibited by candidates and supporters. The Board has not restricted any other
campaign activities, but has chosen at this time to rely upon the professionalism and
good judgment of the candidates to conduct fair and positive campaigns. Each
candidate is furnished with an electronic list of the contact information for all NABE
members who are eligible to vote. One set of mailing labels for voting members will be
supplied upon request to candidates at no cost.
4. Vacancies on the Board of Directors
A vacancy in the office of President, President-Elect, or Vice President is filled according to
the NABE Bylaws. A vacancy in any other office may be filled by a majority vote of the
Board at the first meeting during which the vacancy exists. If only a short amount of time
remains on the unexpired term, the Board may choose not to fill it. In filling a vacancy, the
Board shall use the eligibility requirements set forth in the Bylaws. If a current Board member
or officer is elected to a different seat on the Board resulting in an unexpired term effective
July 1, the board may take steps at its spring meeting to select the person who will fill that
vacancy. This is so that person will have advance notice of and can participate in any board
meetings which may be held in July and at the Board meeting scheduled for the day preceding
the opening session of the of the Annual Meeting.
If a vacancy exists in the office of Vice President after the Vice President has been duly
elected, the Board is charged with filling the vacancy. If no candidate files for the office of
Vice President, even after nominations for the position are opened to candidates outside the
rotational category from which a Vice President is to be elected, the Board is charged with
filling the vacancy with the only qualification being that the individual appointed must have
served one full year on the Board.
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F. Removal or Suspension of Officers
The Bylaws provide that any officer may be removed from office by a majority vote of the
members, but that prior to such a vote being taken, the officer may be suspended by the Board for
cause, as determined by the Board on a case-by-case basis. Prior to consideration of either action, the
officer must be given written notice of the specific charges and allowed to appear at a hearing before
the Board.
Any NABE member may ask the Board to take action against any officer. To do so, the
member must submit a written statement of the conduct that would warrant removal from office. This
statement should be submitted to the President, unless the President is the officer in question, in which
case it should go to the President-Elect. If the President (or President-Elect) believes that such
conduct, if true, would warrant removal from office, a hearing on the matter before the Board is
scheduled.
Unless the alleged conduct of the officer poses an immediate threat to the reputation or
financial/immediate well-being of the association, this hearing is held in conjunction with a regularly
scheduled Board meeting. If such a threat exists, a special meeting may be called in accordance with
the Bylaws. Disciplinary hearings should not be conducted by conference call if at all possible.
All members of the Board are asked to attend the hearing. The individual seeking the
officer's removal and the officer whose conduct is at issue may appear before the Board and state their
case. The votes of seven Board members are required to suspend the officer temporarily from
performing the duties of office, and submit to the membership a recommendation that the officer be
removed from office. No proxy voting is allowed. If such a recommendation is made, each regular
NABE member shall receive a communication from the President (or, if the individual is the
President, the President-Elect) explaining the situation and instruction for electronic balloting asking
the question, “Shall
be removed from office as
____________________________of the National Association of Bar Executives?”
Ballots should be tabulated immediately upon the designated deadline date, and the results
disseminated first to the individual, then to members of the Board, then to the membership, all within
the shortest possible time.
The individual may submit a resignation at any point in this process. Written notice to the
President is required, unless it is the President resigning, in which case the resignation is submitted to
the President-Elect.
G. Conflict of Interest Policy
Each year, all members of the Board are asked to sign a current copy of the Conflict of
Interest Policy, which will be provided by DBS staff. See Appendix E for a reference copy of the
policy.
H. Board Member Agreement
Newly elected Board members will be asked to sign the Board Member Agreement, which
explains the responsibilities of being a Board member. See Appendix E for a copy of this agreement.

Revised 12/08/15

Page 17

I. Whistleblower Policy
In 2009, the Board approved a Whistleblower Policy. See Appendix E for a copy of this
policy.
J. Document Retention Policy
In 2009, the Board approved a Document Retention Policy. See Appendix E for a copy of
this policy.
K. Antitrust Compliance Policy and Guidelines
In 2011, the Board approved an Antitrust Compliance Policy and Guidelines. See Appendix
E for a copy of this policy.
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V. FINANCES
A. Dues/Fees
1. Dues Schedule
The Board reviews the dues schedule during the budget process, as follows:
a.

If an association executive serves two different regular membership organizations, the
full regular dues as set forth on the dues schedule must be paid for both. (An example
is the Denver Bar and Colorado Bar situation.)

b.

If an association executive serves two different organizations, one being a regular
membership organization and one an associate membership organization, only one fee
based on the appropriate regular dues category needs to be paid.

c.

If a second individual is included from an associate membership organization, that
individual will be charged the associate member category rate.

d.

Only in the process of dues collection are members regarded as representatives of a
bar association rather than as individual members. When a NABE member leaves a
bar association, that individual’s membership is retained by the bar and is reactivated
at the direction of the bar, regardless of whether the individual personally paid the
dues in question.

See Appendix C for current dues/fees schedule.
2.

Dues Billings
The annual membership dues are payable on July 1 of each year. By June 1, DBS staff sends
an electronic renewal notice, with a message from the President, to each NABE member.
The format and content of the dues notice should be approved by the Treasurer, and should be
consistent with the membership management database and the specific actions of the Board.
The electronic renewal notice provides instructions for online renewal with a credit card or
renewal via download of personalized invoice to be returned with payment by check.
DBS staff shall send a follow-up notice (including a message from the President and renewal
instructions) to all members who have not renewed by June 15 on the following schedule:
•
•
•
•
•

June 15 electronic notice
July 15 printed post card
August 15 electronic notice
September 15 printed post card
October 1 electronic notice (final notice indicating that individual will be dropped
from all list servs on October 15)

On October 15, non-renewing members are removed from all the membership list servs.
Concurrent with processing the third dues notice (July 15), DBS staff notifies the
Membership Committee of non-renewing members for follow-up to be performed by the
Membership Committee.
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3. Extensions
Upon request of a member, and for good cause, the Board may establish procedures for
extending the time for payment of dues.
4. Prorating Dues
New members who join NABE after January 1 of any year will pay prorated dues at the rate
of one-half of the regular dues amount. Their membership is then in effect until July 1.
Section dues also will be prorated. Former members who are reinstating their membership
are not eligible for prorated dues.
5. Dues Increases
If the Finance Committee concludes that a dues increase may be necessary, the Committee
should prepare a budget reflecting the additional income generated by the proposed increase.
The approval of the membership is not required for a dues increase. The membership shall,
however, be advised of the organization’s financial situation and the reasons for any increase
approved by the Board.
The Board should review the NABE dues in odd numbered years to determine if a dues
increase is warranted but may review the dues structure at any time as part of its fiduciary
duty.
6. Section Dues
Dues for NABE sections are determined by the section councils, subject to the approval of
the Board, and section memberships are solicited in conjunction with the NABE dues
solicitations.
B. Membership Services
DBS staff handles the initial collection of dues and maintains general membership and
section dues records. DBS staff reviews incoming membership renewals and activations, and
identifies new members. A new member welcome letter from the President is sent to all new
members by DBS staff.
C. Meeting Fees
Meeting registration fees shall be set at a level to ensure meeting and related activities will
reach budget projections as set by the Board.
Registration fees for section workshops and programs are set by the section councils and
collected by DBS staff. The NABE Treasurer may, upon request, advance money to the section
treasurer to cover on-site expenses. After workshop expenses have been paid, any surplus is
maintained in section funds. Adjustments are made during the year-end audit. (See Section VIII,
Meetings).
Fees will be imposed for registrations cancelled within seven business days of the start of the
meeting. Those fees will be recommended by staff, but approved by the Board. Refunds will not be
given to registrants who failed to cancel their registration prior to the start of the meeting and were
“no shows” at the meeting. Exceptions to this policy because of emergencies will be handled on a
case-by-case basis.
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D. Contracts
All contracts must be signed by the NABE President or Treasurer, subject to inherent
authority given by the Board, or by the DBS Director or DBS Deputy Director when authorized by the
President or Treasurer. Any other individual must be expressly authorized to contract for NABE by
separate Board resolution. A copy of all contracts, regardless of the amount, must be sent to the
NABE Treasurer within 10 working days after it is signed.
E. Development of a Budget
At least two weeks before the February meeting, a draft budget will be distributed to the
Board. At that meeting, the Board will consider the proposed budget and will approve a final budget.
The budget projects income from membership dues, section dues, Annual and Midyear Meetings, other
educational meetings, investments, sale of publications, sponsorship fees, advertising and other items.
It projects expenditures for meetings, educational programs, committee and section expenses, printing,
postage, telephone, travel, administration, consultants’ fees and other items. The presentation by the
Finance Committee should include a discussion of financial goals, objectives and reserves, clearly
linked to estimated revenues and expenditures for each operating function or activity.
The budget is developed by the Finance Committee in consultation with DBS staff, other
officers, and, where appropriate, committee and section representatives, on the basis of past experience
and anticipated program needs. The budget is on an accrual basis and includes funds to be kept in
reserve each year, at a level to be determined by the Board.
The budget format includes actual and budgeted income and expense figures for two fiscal
years immediately preceding the current budget year, year to date figures for the current budget year
and projections for the proposed budget year. The report also should include brief narrative
comments related to line items.
The Board may not adopt a budget exceeding annual income plus total accumulated surplus
except as authorized by the membership.
Each section also must develop a budget and submit it to the Board of Directors for review.
That budget is to be submitted to the Board at least three weeks prior to the Board’s spring meeting.
Each section’s budget will be incorporated into the general NABE budget for the following fiscal year.
See Appendix F for current budget.
F. Management of Receipts, Disbursements, and Bank Accounts
1. Receipts
All checks remitted to NABE are to be recorded and posted to the appropriate account lines before
the checks are deposited in NABE’s primary checking account as soon as possible by DBS staff.
Credit card receipts paid through the NABE website are direct deposited to NABE’s primary
checking account by NABE’s credit card processing agent, followed by reconciliation and posting
of the credit card receipts to the appropriate account lines. The DBS Business and Finance
Administrator supervises processing of receipts. Cash receipts are not accepted.
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2. Disbursements
All invoices for goods, services and reimbursements must be sent to and reviewed by DBS staff
prior to payment. DBS Deputy Director, DBS Director Knowledge Management and Governance,
Director of the Division for Bar Services, the NABE Treasurer, President-Elect and President may
sign checks to satisfy the obligations of the Association. Checks signed by DBS staff members
must carry two (2) signatures. Checks for amounts of more than $2,500 for tangible goods and
$5,000 for speaker fees and meeting and event-related services must be signed by the Treasurer,
President-Elect or the President unless express written permission is received any one of the
Treasurer, President-Elect or President for an exception this policy when an expedited
disbursement is necessary. Multiple checks for one invoice are prohibited. Each check must have
supporting documentation attached prior to being signed. Checks made payable to the ABA, its
affiliates, or any ABA employee must be signed by an officer. Disbursements are processed by the
DBS Business and Finance Administrator and reviewed by the DBS Deputy Director.
3. Bank Accounts
Any transfer of funds, property or other interest of NABE requires the signature of the NABE
President or his/her designee, except that the Treasurer or the DBS Deputy Director (with notice to
the Treasurer and President) may transfer funds between checking and savings accounts in order to
satisfy obligations of the organization or to avoid incompliance with policies on institutional limits.
Monthly bank statements and statements of investments will be sent directly to the DBS Deputy
Director who forwards same to the DBS Business and Finance Administrator for preparation of
monthly financial reports and monthly reconciliations. The Treasurer has on-line access to bank
statements at any time. Each month, copies of the reconciliations, statements, and journal entries
will be sent to the Treasurer by the DBS staff. The original statements and reconciliations are kept
on file in the DBS offices for access by staff and auditor and for records retention.

G. Reserves/Investments
All funds and property received by NABE from whatever sources may be used only to further
the purposes of NABE. NABE funds shall be invested in an account(s) preserving liquidity while
maximizing interest income. The Finance Committee shall approve all investments. Only the NABE
Treasurer, President, President-Elect and the Director of the Division for Bar Services are authorized to
sign instruments for investing NABE funds.
See Appendix G for the investment and reserve policies.
Withdrawal from reserves should be for expenditures and programs that are carefully planned and
approved unless needed for an unforeseen emergency. To provide for planned expenditures, the Board
may establish a Development and Capital Reserve Fund to acquire capital equipment and make
necessary upgrades to equipment and systems as needed. In addition, the Board may use funds in this
account to pay for new and existing programs, projects and initiatives. The Board may transfer excess
funds from the Reserve Fund to the Development and Capital Reserve Fund as it deems appropriate.
H. Section Finances
Section dues and workshop registration fees and sponsorships are collected by DBS staff.
Each section must submit a budget to the Board at least three weeks prior to the board’s spring
meeting and are notified by DBS staff to do so. Once approved, section budgets will be incorporated
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into the general NABE budget for the following fiscal year. Sections may expend their funds in
accordance with their approved budgets.
Section fund balances shall be limited to four (4) times the average of the past three years of
dues collection. Section fund balances that exceed the policy shall be transferred to the NABE
General Fund at the end of that fiscal year. This policy became effective during the 2012-13 fiscal
year. Sections may request and the Board has the option to approve an extension of the deadline to
spend down fund balances for good cause.
DBS staff manages all section funds on a day-to-day basis in accordance with policies
outlined above. DBS staff may disburse section funds only as indicated by the approved budget and
with the authorization of the section treasurer or chair, and with appropriate documentation of the
expenses within the limits outlined in “Section F. Paying Bills.”
An amount equal to section funds will be reserved in NABE account(s). Full liquidity will be
maintained. Funds will be made available to sections as needed. Disbursements will be made from
operating cash and appropriate adjustments will be made in the account balance for the section. These
adjustments will be reflected in the financial statements distributed to section chairs and treasurers.
As approved by the Board, each section will be assessed an administrative fee per section
member to help cover the cost of DBS staff time. See appendix C for current administrative fee.
Any interest earned on that portion of NABE funds attributable to sections shall be allocated
back into NABE’s general funds. See Appendix H for current section budgets.
I. Expense Reimbursement
All reimbursement forms from NABE officers, members, speakers and staff shall be
submitted to DBS staff no later than 60 days after the event for which the expense occurred, with the
exception of expenses incurred during June which should be submitted as soon as practicable, but not
later than July 15. Failure to submit the reimbursement forms in accordance with this policy may
result in forfeiture of the reimbursement. See Appendix I for the full reimbursement policy.
Because airline ticket purchases are often made well in advance of a meeting, NABE realizes
that those expenses could put a financial strain on officers, board members and volunteers who are
traveling on behalf of NABE or on those individuals’ organizations. In such cases, a reimbursement
prior to travel may be requested. The request should be directed to the NABE Treasurer no more than
60 days prior to travel and should contain the reason for the request and a copy of the receipt for the
expense incurred. If, for any reason, the individual does not take the trip for which expenses have been
reimbursed in advance, a reimbursement of those funds shall be made to NABE within 10 days of
cancelling the trip.
J. Role of DBS Staff in Financial Management
DBS staff shall assist the Treasurer in obtaining monthly invoices fully descriptive of the
services rendered to NABE by various entities of the ABA.
Permanent financial records, including budgets, financial statements, annual audits,
management letters, tax returns, IRS tax exempt determination status statements, banking and
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investment statements, etc., are maintained by the DBS staff and made available to the NABE
Treasurer as needed.
DBS staff processes all association and section income, however, Annual and Midyear
meeting registrations and ticket sales are processed by the ABA or its designee and monitored by DBS
staff. The DBS staff handles the day-to-day financial responsibility for depositing and disbursing
funds as outlined in Sections F, G, H and I of this chapter.
DBS maintains NABE accounting information in software separate from the ABA accounting
software.
DBS will schedule the annual audit in early September. DBS will submit the draft of the
annual audit report, the auditor’s management and/or communication letter(s), and DBS’ response to
any matters identified in the auditor’s letters to the Audit Committee three weeks prior to, and to the
NABE Board, one week prior to the fall Board meeting.

K. Transfer of Financial Records from One Treasurer to Another
The transfer of financial records from one Treasurer to the next should be accomplished
completely and accurately. This transfer shall be accomplished not later than 15 days after the end of
the fiscal year. The new Treasurer must clearly and quickly understand whether revenues are being
generated and costs are being incurred within overall NABE goals and objectives.
The outgoing Treasurer will consult as needed with the incoming Treasurer on filing the tax
return for the fiscal year ending June 30.
The incoming Treasurer shall receive a complete and accurate statement of cash balances,
outstanding encumbrances and other pertinent financial information. The incoming Treasurer
acknowledges the responsibility of maintaining accurate and timely financial information.
Proper notification shall be given so that the incoming Treasurer will be the authorized
signatory on NABE accounts that will remain in place and that the incoming Treasurer has assumed
responsibility for encumbering NABE assets within 60 days of taking office. The secondary signatory
will be the NABE President. The tertiary signatory will be the NABE President-Elect. The outgoing
Treasurer formally withdraws as an authorized signatory on accounts that will remain in place as soon
as possible but not longer than 60 days after the conclusion of the fiscal year. The new Treasurer is
responsible for maintaining accounts in NABE's name. The DBS Deputy Director facilitates this
process. New authorizations shall be effected as quickly as possible taking into consideration the rules
of each banking institution regarding the process for changing signing authority.
L. Audit
A certified public accountant will audit NABE’s books annually. The Audit Committee is
responsible for reviewing the audit report and working with the auditor on issues contained in the
report. The auditors are ultimately responsible to the Board.
M. Credit Card Policy
No credit cards shall be issued in NABE’s name to any individuals.
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N. Limitations to Bank Balances
NABE shall strive to not exceed federally insured limits with any association funds kept in one
bank or financial institution. For the purposes of this policy, federally insured limits are the amounts
guaranteed by the Federal government.
The Board shall approve any new financial institution/opening of new accounts prior to the
transfer of funds to meet the insured limits at current financial institutions.
O. Bad Debt Policy
Debts shall be written off only when all reasonable attempts at recovery have been taken and
failed. Recommendation for the write off shall be made by the DBS staff following discussion with
the Treasurer and the entity responsible for the project or activity to which the debt is related.
Debts that are considered irrecoverable, or where the cost of recovery is economically
imprudent, shall be written off as a bad debt.
The power to write off such debts is delegated to the NABE Finance Committee and the NABE
Board will be notified of such action.
P. Reporting of Mismanagement of NABE Funds
Any irregularities or misdealings with and/or inappropriate management, distribution or
investment of NABE Funds must be reported immediately in writing to the NABE Board.
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VI. COMMITTEES AND FORUMS
A. Structure
NABE has two categories of committees: Standing Committees and Special Committees.
Standing Committees are required on an ongoing basis to carry out the administrative work and overall
programs of NABE. Current Standing Committees are:
Audit
Bylaws
Chief Staff Executives
Diversity Development
Elections
Membership
Program
Scholarship
Small Bar
Sponsorship
Surveys
Web Site/Knowledge Management
Webinars
Special Committees are created by the Board of Directors to accomplish specific tasks of
limited scope and duration.
The Board of Directors may create forums of interest groups for educational and networking
purposes where the group is not large enough or sufficiently organized to form a section, or where the
focus of the group is not appropriate for a section. Currently, the following “listserve only” forums
are extant:
Bar Member Services
Meetings/Seminars/Events
Sections and Committees
State/Local/Specialty Bar Liaisons
Young Lawyer Liaisons
Information and Technology (formerly a section)
NABE committees consist of a Chair appointed by the President, a Vice Chair appointed by the
President-Elect, members, and a liaison from the Board of Directors who serves as a non-voting
member. It is presumed the Vice Chair will become Chair at the time the President-Elect becomes
President. The Chief Staff Executives Committee is limited to executive directors. This fact will be
indicated on the committee preference forms made accessible to members each year. The incoming
President is encouraged to appoint new members to each committee. Vacancies occurring as a result
of the resignation of committee members may be filled by the President. An orientation for new
committee Chairs and Vice Chairs will be conducted prior to their taking office on July 1.
B. Review and Appointment
The Board will review the purpose and activities of committees and forums at least every two
years. Any committee or forum that no longer serves a valid purpose may be discontinued by a
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majority vote of the Boards. Criteria to consider in determining whether a committee or forum serves
a valid purpose include:
•
•
•
1.

The number of members involved in the committee or forum;
Its recent activities, including programs at NABE Midyear and Annual Meetings,
conference calls, separate workshops, etc., or
Its importance to NABE members and/or the business of NABE.
Appointment
By January 31, all NABE members are sent notification on behalf of the President-elect
asking them to express an interest in committee service for the organizational year
beginning July 1 (except for appointments to the Program Committee, the terms for which
begin at the conclusion of the Annual Meeting). Members are encouraged to submit an
interest form online through the NABE website by April 15. The form may be left up all
year, however forms received after April 15 will be shared with the subsequent PresidentElect for appointments for the following year and with the President to utilize if vacancies
occur. In addition to the above committee recruitment efforts, a letter from the current
President thanking committee members for their present participation and inviting them to
continue committee participation the subsequent year will be sent to each current committee
member by March 1. DBS staff will manage the process of organizing appointment
requests and related materials for review by the President-Elect and Vice President, and set
up and participate in meetings with the President-Elect and Vice President at which draft
committee rosters are developed. Final appointment decisions will be made by May 15.
Except in special circumstances, members should not be appointed to more than one
committee. The President-Elect may consider geography, state/local representation, job
title, years and type of experience, and member’s desire to serve in determining
appointments.
Chairs and Vice Chairs of committees are appointed in accordance with the specifications
and deadlines outlined under duties of the President, President-Elect, and Vice President.
The President-Elect is responsible for correspondence confirming his/her vice chairs with a
copy of any correspondence sent to DBS staff. (See IV, A, 1-3.)
Notification of committee appointments is sent to committee members and a roster of each
committee is sent to the Chairs and Vice-Chairs by DBS staff by June 1. Also by June 1,
the outgoing Chair is advised of appointments for the following year and encouraged to
invite members for the following year to attend any meetings of the current committee to be
held before July 1.

2.

Forum Participation
Currently, interest in “listserve only” forums may be indicated during the membership
renewal or activation process.

C. Meetings
Committee meetings are called by the Chair. The number of meetings depends on the work of
the committee. Meetings are generally held via conference call and there is an opportunity for
committees to meet in person at Annual and Midyear Meetings. Should any additional in person
meetings be required for a committee to meet its responsibilities, the Chair must consult with the
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Board to ensure that there are sufficient funds to offer reimbursement. In general, it is the expectation
that the only committee requiring additional in person meetings will be the Program Committee.
D. Reports and Responsibilities
At the first meeting of each committee (generally in July or August), committee members
should review their committee’s charge and past activities, and draft an initial statement of their goals
for the year. The outgoing Chair must prepare a final written report of the committee's work to be
submitted to the Board for its spring board meeting. This report contains the committee's statement of
goals and an explanation of the activities undertaken during the year in pursuit of those goals. In
addition, committee chairs are expected to submit a written report of goals and progress-to-date no
later than two weeks prior to each Board meeting. The Board liaison should contact the committee
Chair at least one month before the Board meeting, and if no response is received, the liaison should
prepare a memorandum to that effect, and submit it to the Board. If the Chair believes that a personal
appearance before the Board is needed, a request may be made to the President. If the President or
Board requests a personal appearance, NABE will reimburse expenses in accordance with policy.
See Appendix Q for the Report Form.
Each committee is assigned a liaison from the Board. This individual is available throughout
the year to offer assistance and to make personal reports to the Board on committee activities or
concerns.
In general, every committee Chair serves as liaison between the entity, the general membership
of NABE, and the Board, for a one-year term. The function of a Chair is to provide leadership in
setting goals, implementing those goals, and evaluating their success.
Specific duties include:
•
•
•
•
•
•
•
•

Schedule and attend meetings of the entity;
Assist the entity in remaining vital and active within its assigned scope or endeavor;
Coordinate with DBS staff in bringing relevant developments in NABE to the attention of
the entity and communicating relevant developments within the entity to the Board of
Directors liaison as well as to other concerned Chairs;
Report to the Board prior to its meetings. Advise the Board liaison when the entity has
fulfilled its designated purpose and is no longer necessary or when its charge should be
updated;
Coordinate with the Board liaison to assist the entity in bringing action or informational
items before the Board, including any surveys proposed by the committee;
Coordinate with the DBS staff liaison to call to the entity’s attention any NABE policy that
may affect the entity’s activities or work schedule; and
Attend the Board meetings held in conjunction with the Midyear and Annual meetings if
the Board and Chair feel it advisable;
Conduct committee activities within the budget prescribed by the Board of Directors and if
unfunded expenditures are necessary, provide the Board with a rationale for the increased
expense and a request for revised budget.

Revised 12/08/15

Page 28

E. Support from DBS Staff
A member of the DBS staff attends all meetings of the Program Committee and other
committee meetings as schedules and resources permit. Chairs may request DBS staff to:
• Do basic research;
• Distribute supplementary materials to members; and
• Handle arrangements for committee meetings and such tasks as distribution of authorized
surveys.
In addition, DBS staff will provide specific services which support the respective
responsibilities of each committee. These services are described in individual orientation materials
provided to each committee chair. Requests for more extensive use of DBS staff should be directed to
the Board or President, who will discuss its feasibility with DBS staff.
Committees will:
•
•
•

Send their own meeting notices;
Take and distribute their own minutes; and
Handle routine correspondence within the committee and between the committee and other
NABE entities.

The Board liaison and DBS staff should be copied on committee correspondence, receive a
copy of all committee reports, and minutes of every meeting.
F. Standing Committee Descriptions
1.

Bylaws Committee
Exercises parliamentary jurisdiction, answers questions pertaining to interpretations of the
bylaws and prepares additions, deletions, and amendments whenever appropriate; receives
proposed changes from members or bodies within NABE for review and/or drafting; and
makes recommendations to the Board.

2.

Chief Staff Executives
Serves executive directors by providing programming, networking and assistance. Plans
the annual CSE Retreat, including developing the agenda; selecting and confirming
speakers; approving the location and format of the opening reception and/or dinner;
soliciting, mingling with and thanking sponsors; finalizing the content for the printed
program; and reviewing the program evaluation. Only executive directors and other chief
staff executives sit on this committee

3.

Membership Committee
Plans and coordinates membership recruitment retention and welcoming activities.
Activities include monitoring staff implementation of the annual membership marketing
campaign; contacting non-renewing and potential new members who do not respond to
membership marketing materials; planning, and hosting an orientation and special event for
the First Time Attendees at Midyear and Annual Meetings; and other activities which help
integrate new members into NABE activities.
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4.

Diversity Development Committee
Assists local and state bar leaders in gathering information, resources and skills needed to
address and manage diverse population involvement issues. Encourages and assists state
and local bar associations to recruit, hire, retain, and promote diverse staff within their
associations, especially in professional and management level positions. Surveys current
bar programs and recommends retention, recruitment and leadership development for
diverse lawyer populations, targeted community outreach and public service projects, and
improved communications and joint program development with bar organizations
representing diverse populations. See NABE Diversity Policy and Plan at tab S.

5.

Elections Committee
The NABE Elections Committee is responsible for overseeing the yearly elections for
positions on the NABE Board. The committee is responsible for working with staff to
notify members of the election process, including the open seats on the board, eligibility
and petition requirements, and deadlines. The committee certifies petitions, approves
correspondence with candidates and members related to the election, and certifies the
winner. Oversees any processes necessary to establish a winner in case of a tie.

6.

Program Committee
Plans, coordinates, and implements the educational programs and social functions at
Annual and Midyear Meetings of NABE. Unlike other committees of NABE, this
committee has a limited number of members: the Chair, Vice-Chair and twelve (12) other
members serving three-year staggered terms. Each President-Elect shall appoint four (4)
members to this committee and four (4) members shall rotate off. Four shall represent state
bars, four shall represent local bar associations and four shall represent NABE sections.
The Chair of the Sponsorship Committee shall be an ex officio member of the Committee.
The executive director or his/her designee of the state and/or local bar association in the
host city may serve as an ex officio member of the Program Committee for one year to
provide suggestions as to what social opportunities exist for programming and social
functions.
The President-Elect serves as the Board liaison to the Program Committee.

7.

Scholarship Committee
Prepares scholarship applications and distributes these to NABE members. Oversees
marketing of scholarships conducted by DBS staff. Reviews and decides to whom
scholarships shall be awarded and alerts the Board of its decision. Periodically reviews and
makes recommendations to the Board on eligibility requirements and scholarship award
levels.

8.

Small Bar Committee
The Committee serves small bar association staff by providing programming, networking
and resources. It plans the annual Small Bar Conference (the location of which is
prescribed by the Board of Directors), including working with staff to market the
conference; developing the agenda; selecting and confirming speakers; approving the
location and format of special events; soliciting, mingling with and thanking sponsors;
finalizing the content for the printed program; hosting and implementing the conference;
and reviewing the program evaluation. Small bars, for the purpose of this Committee, are
defined as having limited staff, 1,500 or fewer members and/or a budget of $300K or less.
Generally individuals from small bar associations will be appointed to this committee, but
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individuals from other bars who are interested in working with and helping small bars also
may be appointed.
9.

Sponsorship Committee
Helps defray Midyear and Annual Meeting costs by identifying and recruiting potential
sponsors. The Sponsorship Committee solicits sponsors for the social events and any
program sessions identified by the Program Committee as eligible for sponsorship. The
Sponsorship Committee is responsible for reviewing and updating sponsorship levels and
sponsorship benefits as needed. To ensure effective and consistent dealings with sponsors,
other NABE entities are to consult the Sponsorship Committee before soliciting sponsors of
events such as the section workshops, Small Bar Conference and Chief Staff Executives
Retreat. General sponsorship policies are contained in VIII. ANNUAL AND MIDYEAR
MEETINGS, N. Sponsorships and Exhibitors.

10. Surveys Committee
The Surveys Committee is primarily responsible for overseeing the development or
revision, dissemination, marketing, tabulation and issuing the report of the biannual NABE
Compensation and Benefits Survey. As directed by the Board of Directors, the Surveys
Committee also may prepare other periodic surveys.
The Compensation and Benefits Survey is sent to the chief staff executive of each
association having a NABE member, so that only one survey is sent to each association.
Responses may be tabulated either by an independent accounting firm, research firm, bar
association, or by the committee. A report of the results is distributed to every chief staff
executive who participates in the survey. In addition, they are available at a predetermined
cost to non-participating executive directors who request a copy.
11. Website/Knowledge Management Committee
The Website/Knowledge Management Committee is responsible for the maintenance and
enhancement of NABE’s web and social media presence. Works with each NABE entity
to ensure its presence on the site and fosters the sharing of information among NABE
members. The committee provides guidance to DBS staff regarding content and format of
the website, including consulting with staff on website upgrades and migrations as needed.
With DBS staff, provides direction to the Digital Media Editor.
12. Webinar Committee
The Webinar Committee is responsible for managing NABE’s webinar program, including
development of protocols for delivery of webinars, development of program topics,
selection of speakers, marketing, implementation, and evaluation.
See Appendix J for Roster of Committee Chairs.
G. Special Interest Groups
1. AED Group
This self-directed group is made up of assistant, associate and deputy executive directors
and other individuals who are second in command at their associations. The group
communicates via listserv created especially for the group and conducts a lunch at annual
and midyear meetings. The group also conducts periodic conference calls where topics of
interest to the group are discussed. The moderator of the group is informally selected,
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generally by the current moderator. There is no budget for this group and costs associated
with it are minimal. While its operation is approved by the Board, it has no permanent or
official status as a NABE entity.
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VII. SECTIONS
History: The NABE Governmental Relations Section was formally created in 1983 and held its first
meeting at the NABE Annual Meeting in July 1983. The Section on Administration and Finance was
created at the 1992 Annual Meeting. Solicitation of membership to the Administration and Finance
Section took place in the fall of that year. With the adoption of a bylaw amendment in August 1997,
the Communications Section changed its name and added bar association staff with marketing
responsibilities to its purview. It formerly was called the “Public Relations and Communications
Section.” The Information Technology Section was created at the 2005 Annual Meeting. NABE
members were notified by listserv, and leadership was recruited through a membership mailing. The
Information and Technology Section was sunsetted in 2013 due to lack of volunteer leadership.
A. Establishment of New Sections and Dissolution of Existing Sections
Creation of sections requires the approval of the Board as do amendments to existing section
bylaws. Sections may be dissolved by approval of the Board. After a period of inactivity, interest in
revitalizing a dormant section will be determined by survey of section members and communication
with current or recent leadership. Should interest be judged as insufficient, the Board may dissolve the
section. Any remaining fund balance belonging to the section will revert to the NABE General Fund.
See Appendix K for Section Bylaws and Appendix L for Section Councils.
B. Section Education Programming
Sections currently sponsor workshops designed to serve the educational needs of their members
and other interested members of NABE. These programs are funded by registration fees and section
reserves. Solicitation of sponsors for section events must be coordinated with NABE’s Sponsorship
Committee. General sponsorship policies are contained in VIII. ANNUAL AND MIDYEAR
MEETINGS, N. Sponsorships and Exhibitors. (See Section IX, Educational Programs).
In addition, the sections may be asked to assist with educational programming at NABE
Annual and Midyear Meetings as well as other NABE meetings. (See Section VIII, Meetings).
C. Other Section Activities
The sections are encouraged to develop their own publications, conduct long-range planning
activities, appoint committees, undertake projects and promote activities of benefit to their members
and to NABE.
D. Budgets/Reports
Each section must submit a budget to the Board for approval. That budget is to be submitted
to the Board at least three weeks prior to the Board’s spring meeting. Once approved, the budget will
be incorporated into the general NABE budget for the following fiscal year. However, individual
activities undertaken within the scope of that budget do not need Board approval. Sections are
required to submit a written report to the Board at least two weeks prior to each Board meeting. A
reminder to submit this report is sent by DBS staff to each Chair one month prior to each Board
meeting. In addition, chairs are required to submit an annual report that includes a listing of activities
and programs undertaken during the year.
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The Bylaws provide that the Chair of each section or designee serves as the liaison to the
Board. This is in addition to having a liaison from the Board to the Section. Frequent contact
between the liaison and the Board of Directors is encouraged.
If the Chair believes that a personal appearance before the Board is needed, a request may be
made to the President. When the President or Board requests a personal appearance, NABE will
reimburse expenses in accordance with policy.
See Appendix Q for the Report Form.
E. Support from DBS Staff
A DBS staff member is assigned as liaison to each section, and may attend section meetings
including workshops and council meetings. This liaison assists with communications to section
members and other correspondence, research, and assistance as requested by the section council, as
resources and scheduling permits.
F. Orientation for New Chairs
An orientation for section chairs and chairs-elect is conducted each June by the President-Elect
and DBS Staff. Orientation material distributed prior to the meeting include policy manual, copy of
recently submitted section written report and an overview of chair responsibilities.
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VIII. ANNUAL AND MIDYEAR MEETINGS
A. Planning
The successful production of an Annual or Midyear Meeting requires the close cooperation of
the NABE Program Committee, Sponsorship Committee, Board, and DBS staff. Planning for these
meetings begins prior to the previous NABE meeting, although negotiations for social events, certain
outside speakers, and other special arrangements may begin much earlier. It is important that all
appointees to the Program Committee recognize that they will be expected to attend at least four
committee meetings (generally, one at each Annual and Midyear Meeting, and two others) in person
and participate in conference calls, as needed.
The Program Committee’s primary task is to develop a well-rounded educational and social
program. All programming should take into account NABE’s diverse membership and NABE’s
commitment to its core value of professionalism. The Program Committee will make every effort to
include professionalism topics in the programming. Sections and committees are solicited for program
ideas and proposals prior to Program Committee’s two primary planning meetings and the Program
Committee may seek these entities’ involvement in the planning and implementation of the programs.
See Appendix M for NABE Calendar of Events and announced Annual and Midyear Meeting sites.
B. Timetable
At the Annual Meeting, the outgoing Program Committee meets to evaluate annual meeting
programming and to “pass the baton” to the incoming Program Committee. If time permits, the
incoming committee, may discuss plans for the upcoming Midyear Meeting. In September, the
current committee meets again to narrow down topics, draft the meeting format, review any speaker
proposals submitted and finalize social events. Each segment of the NABE program is the
responsibility of a member of the NABE the Program Committee (the producer) who is expected to
coordinate the segment. The producer may or may not actually be part of any presentation. For the
Annual Meeting, preliminary planning may begin in September as well, with additional planning
taking place at the Midyear Meeting and at another meeting held in mid-March (following the ABA
Bar Leadership Institute).
Subsequent to the September and March meetings of the Program Committee, the Chair of the
Program Committee develops a draft of the program and circulates it to the Program Committee for
final changes and program descriptions. At least 90 days in advance of each meeting, an advance
notice of the meeting, registration information and a rough outline of the program are sent to all
NABE members, encouraging them to attend the meeting. Registration is administered by the ABA
or its designee. At least 45 days in advance of each meeting, the final program will be posted to the
NABE website.
C. Program Speakers
The Program Committee is responsible for identifying and/or approving speakers in advance
of any monetary commitment being made. The Program Committee shall:
1. Make the initial contact with speakers to determine their availability, fee (if any) and
willingness to participate;
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2. Clearly communicate to speakers who their audience is and that NABE’s expectations are
that they will tailor their presentation to this audience;
3. Investigate the speaker’s references if no one on the Program Committee has actually
attended one of that speaker’s presentations;
4. Submit requests for honorarium and travel expenses to the DBS staff in advance of any
commitment being made to the speaker. DBS staff will present the requests to the Program
Committee chair for approval. Any submissions that do not adhere to the General
Reimbursement Policy (Appendix I) will be referred to the Program Chair for approval.
Unapproved commitments for the expenditure of money for honoraria will not be processed
by DBS staff until the producer has approval from the Chair. When a section is sponsoring
a midyear or annual meeting program, the appropriate section budget will be charged with
the speaker’s honoraria and/or expenses. The Board has the option of canceling the
speaker’s engagement if the appropriate guidelines are not followed;
5. Send a letter of confirmation in accordance with these policies:
a.

Whenever possible, speakers should be selected from the geographic area
surrounding the meeting site in order to limit travel expenses. However, quality
shall remain the first priority in speaker selection, with diversity goals and
budgetary considerations as important secondary factors;

b.

Outside speakers are defined as those who are not currently employed by bar
associations or other organizations affiliated with NABE;

c.

All speakers shall be required to electronically submit written program materials by
the assigned deadline for posting on the NABE website;

d.

Travel expenses must be submitted within 30 days of the program. Reimbursable
items include: lowest airfare ticketed 21 days in advance of the meeting or private
auto mileage at the current IRS-approved rate; single or double rate (provided
double rate is the same as the single rate), tax and other required fees at the meeting
hotel (or equivalent accommodations at another hotel not to exceed the convention
rate plus taxes) for the number of days required for participation; checked baggage
fees, reasonable gratuities, reasonable meal expenses and airport transfers; and

e.

Exceptions to this policy require the approval of the Program Committee Chair.
Incidental expenses such as movie video rental, long distance phone calls, purchase
of newspapers, hotel room bar service, internet connections, business center
expenses, etc., are not reimbursable expenses unless required to conduct NABE
business;

6. Determine whether the speaker needs any audio-visual equipment and ensure that any such
request is forwarded to DBS staff well in advance of the meeting and no later than the
announced cut-off date. Audio-visual requests made immediately prior to and at the
meetings may be denied by the DBS staff and the Program Committee Chair at their
discretion, based on the cost and other considerations;

Revised 12/08/15

Page 36

7. Ensure that the speaker has returned all forms and information required for speaker
administration, housing and registration to DBS staff;
8. Reconfirm the speaking engagement and arrangements shortly before the meeting; and
9. Following the conclusion of the meeting, send speakers a note of thanks and follow up with
speaker as needed and as requested by DBS staff regarding the acquisition of invoices and
expense reimbursement requests.

D. Section and Committee Programs
The Program Committee is encouraged to use the expertise of the sections and committees in
presenting programming to the membership. Sections or committees may be asked to develop either
plenary or workshop sessions for Annual and Midyear Meetings.
E. Program Materials
Speakers are required to prepare materials and submit them in electronic format to DBS staff
for posting to the NABE website by the announced cut-off date for such posting. Generally, copies
will not be made on-site, however DBS staff in consultation with the Program Committee Chair may
make an exception as warranted.
F. Social Programs
The executive director of the state and/or the local bar association in the host city of the next
Annual or Midyear Meeting may serve as an ex officio member of the Program Committee for one
year. These individuals will be asked to make suggestions as to what programming or social
opportunities exist, however, they may make no financial commitments on behalf of NABE without
the authorization of the Program Committee Chair. In the past, social events have included dinner
dance/boat cruises, receptions at historic buildings, sports events, comedy clubs, etc. These events are
generally included in the price of registration, but ticketed separately for guests. The President’s
Reception, held during the Annual Meeting, is planned by the President-Elect and the DBS staff in
consultation with the Program Committee, and is included in the budget for the meeting.
G. Meeting Arrangements
Most arrangements for NABE meetings are made by the DBS staff. One staff person (the
Committees Specialist) serves as the primary liaison to the Program Committee, and while generally
arrangements should be coordinated through that individual, the DBS Deputy Director and
Membership Coordinator may be involved in various facets of the planning and administration of the
meetings. DBS staff will:
1. Send notices to the Program Committee prior to each meeting; make meeting arrangements;
2. Meet with the Program Committee to assist in selecting topics, speakers, social events, and
to establish a budget;
3. Work with the ABA Meetings and Travel Department to identify the number, size, and
configuration of rooms needed;
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4. Conduct a site visit to ensure that adequate and appropriate space is reserved for
educational and social functions as well as committee and section meetings taking place in
conjunction with Midyear and Annual meetings;
5. Ensure that necessary equipment is ordered and speakers are provided with registration and
housing assistance;
6. Ensure that handout materials from speakers have been received and that materials are
posted on the NABE website;
7. Support the Chair by circulating the Chair’s draft program to the Committee.
8. Develop, proofread, and post registration form and registration instructions and market
meeting to NABE members electronically, with periodic reminders through the close of
registration;
9. Oversee process for production of the printed program: integrate Chair and Committee
content; review content for consistency, spelling, and clarity; review time and location of
all events; update and include leadership information and future meeting information; proof
and include sponsor information; coordinate with other DBS staff, designer, and print
vendor as needed; and perform any processes necessary to ensure that an accurate,
attractive printed program is produced in a timely fashion; post full program on the NABE
Website 45 days before the meeting.
10. Make arrangements for venues for social events: review contracts, arrange for advance
payments, and specify event requirements; where necessary, arrange transportation to social
events;
11. Assist the Membership Committee in planning and executing activities for the First Time
Attendees;
12. Oversee online processing of Midyear and Annual Meeting registrations by the ABA’s
designee including assisting members with registration questions and making sure that the
correct tickets are assigned to the appropriate registration packages and correct pricing is
charged to each registrant. Prepare a roster of registrants, name badges, and other
registration materials for each registrant;
13. Arrange for signs for meeting sessions (breakouts, committee meetings, etc.) and for
speakers;
14. Work with President to ensure that any necessary materials for business session (meeting
minutes, copies of the budget, etc.) are prepared and distributed;
15. Work with the Program Committee to design and electronically distribute evaluation forms,
gather responses and provide an evaluation report to the Chair of the Program Committee to
analyze;
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16. Assist Program Committee and Sponsorship Committee members who work with vendors
or sponsors to ensure that arrangements for sponsored events are complete and satisfactory,
with appropriate credit to sponsors;
17. Maintain a registration desk at each meeting during designated hours; handle on-site
registrations, ticket sales, questions, complaints, and meeting logistics;
18. Select menus, print tickets for meals, distribute them with registration packets, and collect
them at the meals; and
19. Work with the NABE Treasurer, ABA Meetings and Travel Department (and its designated
registration management company), and ABA Financial Services Department to verify
receipts and expenses of Annual and Midyear Meetings. Provide Treasurer proper
reconciliations and documents to support his/her full faith in the amounts paid to NABE for
registrations collected on its behalf.
H. Budgeting
All NABE Annual and Midyear Meetings should be self-supporting. Registration fees are set
so that meeting costs are paid and a surplus is generated. Generally, the registration fee includes two
breakfasts, two luncheons, receptions on one or more nights, refreshment breaks and handout
materials. Although currently included in registration, social events, regardless of whether the events
are sponsored, may result in additional ticketing costs (see Paragraph J below).
I. Scholarships
Three scholarships are offered to regular members for each Annual and Midyear Meeting.
The recipients are selected by the Scholarship Committee (See Section VI, Committees). The
registration fee and fees for ticketed events are waived for the scholarship recipients and a stipend is
awarded to help defray travel and hotel costs. Recipients are required to cover all travel expenses up
front. After the meeting, recipients will submit a reimbursement request form with receipts
documenting costs of transportation, hotel, meals, and other travel expenses. The total amount of
reimbursement is limited to the scholarship award, currently up to $1,000. Full guidelines for
scholarships shall be posted on the NABE website.
J. Ticketed Events
At times social events may not be covered in the regular registration fee. These events may be
ticketed separately at a price calculated to partially or fully cover the actual cost of the event. Fees for
guests will be covered fully by the cost of the ticket to events unless a reduced amount is approved by
the Board.
K. Partial Fees
Requests for establishing a one-day fee for educational programs held in locations that might
attract a substantial commuter audience have been granted in the past, and may be granted on a
meeting-by-meeting basis if recommended by the Program Committee and approved by the Board of
Directors. These fees should be structured in such a way as to encourage attendance at the entire
meeting, while making the meeting available to the largest possible number of members. (For
example, if the meeting fee is $125, a one-day fee might be $75). To comport with ABA Meetings
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and Travel deadlines, establishment of a one-day fee must be approved and the fee determined no
later than 12 months before the meeting at which the partial fee is to be charged.
L. Non-Member Fees
A higher registration fee for non-members will be established for NABE annual and midyear
meetings by the NABE Board.
M. Fees for DBS Staff
At the discretion of the Director of the Division for Bar Services, registration fees for DBS staff
will be waived.
N. Sponsorships and Exhibitors
One purpose of the Sponsorship Committee is to coordinate all fundraising associated with the
Annual and Midyear Meetings. The Sponsorship Committee will build its fundraising efforts around
non-educational activities (receptions, lunches, etc.) and other activities which are identified by the
NABE Program Committee as eligible for sponsorship. The goal is to provide outside funding to help
NABE bring quality educational programs and networking events to NABE members at a reasonable
cost. The Chair of the Sponsorship Committee is an ex officio member of the Program Committee.
1. Sponsorships will be the primary source of fundraising for educational programs and
networking events associated with the NABE Annual and Midyear Meetings. Currently,
sponsorships are divided by dollar amount into four levels: Platinum, more than $10,000;
Gold, $10,000; Silver, $5,000; and Bronze, $3,000. Sponsors at the Platinum and Gold levels
may have exclusive rights. For any vendor granted ‘exclusivity,’ said exclusivity is limited to
only the company’s core products and services; competing vendors will not be allowed to
exhibit. This exclusivity will run from New Member Orientation on Tuesday through Thursday
lunch at each meeting. NABE will maintain a “Sponsors Only” area/ballroom for planned
coffee/sponsor breaks during the meetings. However, at no time will NABE endorse, sell, or
promote the product of a sponsor. Sponsorship is a quid pro quo relationship, i.e., funding in
exchange for meeting access. Sponsorship agreements shall not exceed two meetings without
the prior approval of the Board.
It will be the responsibility of the Sponsorship Committee to monitor and ensure the quality of
sponsors. This includes sponsors’ business practices as they relate to NABE, the members and
their bars. All sponsor contacts will be the responsibility of the Sponsorship Committee to
promote a consistent message and compliance with all NABE policies and procedures. All
NABE entities, including DBS staff, will direct sponsor prospects to the Sponsorship
Committee.
Among the benefits provided to NABE sponsors will be a list of meeting registrants’ contact
information, including e-mail addresses, once before the meeting (to be used one time before or
through the dates of meeting) and after the meeting (to be used one time up to 6 months after
the meeting).
1. Advertising will be sold to interested vendors through the Sponsorship Committee.
Advertising is allowed on the NABE website, NABE News, and in conference programs.
Income from advertising sold on the back cover of Annual or Midyear Meeting programs will
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be divided among the three groups – NABE, NCBP and NCBF – regardless of which group
closed the sale, unless the three groups agree otherwise. Additional pages may be sold by
individual groups. The increased cost for producing a program with an increased page total due
to advertising sales may be borne by the group selling the additional pages. A vendor
providing complimentary printing of the program will receive a free advertisement in the
program.
2. Exhibitor Tables will be sold to offset the cost of unique educational programs outside the
normal programming framework. For example, exhibitor tables have been sold to support
funding for the Administration and Finance Section Workshop, which has been held every
other year on Monday and Tuesday before the Midyear Meeting regular programming begins.
Exhibitor agreements at section workshops are non-exclusive. Sponsors will pay a separate fee
for exhibiting at the unique programs. All exhibitors will be acknowledged in the unique
educational program materials as exhibitors. The vendor exhibitors are paying to show their
wares at a unique program, not the Annual or Midyear Meetings as a whole. Once the regular
programming starts at any Annual or Midyear Meeting it is sponsor exclusive. There is no
exhibitor category at the Midyear or the Annual meetings.
NABE sections holding programs separate and apart from the NABE Annual or Midyear
Meeting will not be subject to the sponsorship/exhibitor provisions of this policy. However,
NABE sections will keep the Sponsorship Committee informed of their fundraising activities to
avoid potential conflicts.
All funds, services, or property solicited by the Sponsorship Committee of NABE shall become
the property of NABE and shall be subject to the oversight and control of the NABE Board. All
such funds shall be recognized and accounted for in the financial records of NABE. Although it
is expressly recognized that most funds will be solicited to underwrite and/or defray expenses
incurred in producing the Annual and Midyear meetings of NABE, all funds shall be received,
acknowledged, accounted for, and expended in conformance with the policies and procedures
established by the Board.
4. Sponsors as Program Speakers – Corporate representatives may be asked to be NABE
program speakers when it is determined their expertise will lend value to the educational
experience. These representatives will be prohibited from “selling” their products from the
podium but may distribute product information in the written materials for the program at
which they are speaking provided there is a clear nexus between the product and the program’s
content. The Program Committee must extend and approve any invitations to sponsors to be
program speakers at the Midyear or Annual Meetings. This policy applies to NABE members
who also have commercial products to sell. NABE entities, including the committees and
sections, are to adhere to this policy as it relates to speakers at their programs, whether in
conjunction with the Midyear and Annual Meetings or independent of those meetings.
O. Meeting Protocols
1.

Recognition
New members and first-time Midyear and Annual Meeting attendees are introduced at a
time designated by the Chair of the Membership Committee, in cooperation with the
Program Committee and the President.
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At the discretion of the President, the Association’s officers may be seated at a head table
or reserved tables near the front of the room during all Annual and Midyear business
meetings.
Members of the Board whose terms are ending should be recognized and thanked by the
Immediate Past President at the Annual Meeting business meeting. Immediate past
committee and section chairs also are recognized by the Immediate Past President at
Annual Meeting business meeting.
2.

Gifts and Gavels
The outgoing Immediate Past President should make sure that a gavel has been procured to
be presented to the incoming President at the close of the Annual Meeting business
meeting. The President should make brief remarks honoring the Immediate Past President
at the Annual Meeting session, and present a gift from NABE in appreciation for the
Immediate Past President’s service. There is a cap of $500 for the Immediate Past
President’s gift. DBS staff shall order the presidential plaque and gavel, the Bolton Award
plaque and other NABE award plaques. As new awards are created, they also will be
ordered by DBS staff.

3.

Luncheons/Head Tables
The head table at the joint NABE/NCBP/NCBF luncheon includes the President and
President-Elect of NABE, and the President and President-Elect of the other organizations.
The decision as to whether to have a luncheon speaker or head table at other NABE
luncheons is made by the President and Board upon the recommendation of the Program
Committee.

4.

Airfare Discounts
Meetings that have been placed on the ABA Master Calendar are eligible for airfare
discounts. Notice of those discounts is included on the registration web pages for ABA
Annual and Midyear meetings.

5.

Committee and Section Programming
In developing the Annual and Midyear meeting programs, the Program Committee should
allow and schedule time for NABE committees and sections to meet. The meetings should
not conflict with scheduled educational programming. Special Interest Groups, such as the
AED Group, also are allowed to meet provided space and timing of programming permit.
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IX. OTHER EDUCATIONAL PROGRAMS
A. Section Workshops
The Communications Section’s Workshop began in the late 1960s under the auspices of the
ABA Communications and Public Affairs Division. The Communications Section has been
responsible for the workshop since becoming a section in 1976. A section committee plans all aspects
of the workshop including site selection, workshop content, speaker solicitation, developing a budget
and establishing a registration fee, marketing, social events and workshop evaluation.
The workshop is self-sustaining, with registration fees covering educational sessions, handout
materials and meals included as part of the conference. It is the section’s policy to move the site from
a central to an east coast to a west coast location regularly (though not always in that order) to allow
widespread participation. Locations are chosen on the basis of easy airline access, a good potential
pool of speakers, a hospitable host bar association, and proximity of the workshop Chair to the site.
The workshop includes sessions for “rookies” as well as more experienced public relations
practitioners, and includes a mix of NABE members and outside experts as speakers. The workshop is
presented in the fall. The program usually starts on Wednesday afternoon and continues through Friday
afternoon. Welcome activities for early arrivals may be planned for Tuesday evening. The E. A.
“Wally” Richter Communications Leadership Award is presented at the workshop along with the Anne
Charles Award and the Luminary Awards. (See Section XII, Awards).
The Governmental Relations Section Workshop has a shorter history, with the first workshop
held in 1985 as a one-day lead-in to the NABE Annual Meeting. The section has subsequently
sponsored two-day programs (Wednesday noon to Friday noon) in November, with sites across the
country and a rotation regularly including Washington, DC. The Section Council plans the workshops
and receives input and expertise on substantive programming from the ABA Governmental Affairs
Office in Washington and logistics expertise such as site selection, meeting room and meal
arrangements, and promotion of the workshop from DBS staff. Section members are solicited to host
the workshop in their localities when the meeting is not in Washington, DC.
The Administration and Finance Section does not hold a separate, free standing workshop.
The Administration and Finance Section holds a one-day workshop every other year as a lead-in to
the Midyear Meeting. Funding for the workshop is borne by the section, and a registration fee is
charged.
In 2007, the IT Section co-sponsored the Administration and Finance Section’s Workshop at
the Annual Meeting and held an independent workshop at the 2010 Midyear Meeting.
B. Small Bar Conference
In 2005, the Board authorized a conference to be held for small bar associations, defined as
having one to three staff members and a budget of $300,000 or less. More recently, the characteristic
of having 1,500 or fewer members has been added to the definition. The purpose of the conference is
to provide an opportunity for those staff members to get together and discuss issues of mutual interest
or concern, learn from each other, and develop tools that would help them succeed in their bars.
At the Board’s November 2014 meeting, the board confirmed that the budget for the
conference should be developed to break even, with registration established at a level placing more
responsibility on registrants. The Board of Directors recommended that cities located near significant
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populations of small staffed bars and which serve as transportation hubs should be selected for future
conferences. The budget for the Small Bar Conference is set by the Board of Directors and the
location of the Small Bar Conference is determined by the Board of Directors at least 18 months before
each conference. Guidelines for scholarships for the Small Bar Conference are posted on the NABE
website.
C. Chief Staff Executive Retreat
Held annually preceding the ABA Bar Leadership Institute (BLI) in Chicago, the Chief Staff
Executive (CSE) Retreat is for individuals who are the chief staff executives at their bar associations.
A reception or dinner event is scheduled for the Tuesday preceding the BLI with programming all day
on Wednesday. Topics generally include a range of issues of interest to executive directors including
human resource issues, executive/elected leader relationships, wellness, and planning. The budget for
the CSE Retreat is set by the Board of Directors. Guidelines for scholarships for the Small Bar
Conference are posted on the NABE website.
D. New Bar Executives Institute
The decision was made in 2009 to discontinue the New Bar Executives Institute.
E. Sponsor Solicitations for Other Educational Programs
Solicitation of sponsors for other educational programs must be coordinated with NABE’s
Sponsorship Committee. General sponsorship policies are contained in VIII. ANNUAL AND
MIDYEAR MEETINGS, N. Sponsorships and Exhibitors. Sponsor levels for other educational
programs may be modified by the planning committees for these events so that fees are more in line
with the efficacy sponsors may achieve in reaching smaller numbers of registrants.
F. CSE and Small Bar Conference Scholarships
Scholarships are offered to Regular Members for the Chief Staff Executive Retreat and the
Small Bar Conference. The scholarships are awarded as follows:
1. Chief Staff Executive Retreat:
Two scholarships will be awarded annually, with preference given to first time attendees.
The recipients of scholarships are selected by the Scholarship Committee (See Section VI,
committees). The registration fee is waived for the scholarship recipients and up to $750 is
awarded to help defray travel and hotel costs. Recipients are required to cover all travel
expenses up front. After the meeting, recipients will submit a reimbursement request form
with receipts documenting costs of transportation, hotel, meals, and other travel expenses.
The total amount of reimbursement is limited to the scholarship award.
2. Small Bar Conference:
Three scholarships will be awarded annually, with preference given to first time attendees.
Applicants for a scholarship to attend the Small Bar Conference must be employed by a
small bar as defined by NABE. Currently, a small bar has 1,500 members or less and a
budget that does not exceed $300,000. The recipients are selected by the Scholarship
Committee (See Section VI, committees). The registration fee and fees for ticketed events
are waived for the scholarship recipients and up to $750 is awarded to help defray travel
and hotel costs. Recipients are required to cover all travel expenses up front. After the
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meeting, recipients will submit a reimbursement request form with receipts documenting
costs of transportation, hotel, meals, and other travel expenses. The total amount of
reimbursement is limited to the scholarship award.
Workshops and conferences are reviewed by the Board periodically to ensure they continue to
provide a worthwhile educational experience to NABE members.
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X. EXECUTIVE AND ADMINISTRATIVE SUPPORT
The ABA Division for Bar Services provides executive and administrative staffing for NABE.
There is no direct staff relationship as staff liaisons assigned to NABE are employed by the ABA.
DBS staff implements policies as set by the Board of Directors and works with the NABE entity
leadership, entity members, and rank and file members to formulate plans and policy in furtherance of
NABE’s strategic planning efforts. See Appendix N for a list of DBS staff and contact information.
Executive and administrative support are provided to NABE pursuant to a letter of agreement
between the ABA and NABE. Fees are established by the ABA in consultation with NABE at an
agreed upon level. Fees are set at a level which considers the ABA’s relationship with state, local and
other bar associations. Out-of-pocket expenses such as postage, printing, and specified telephone
costs are billed by the ABA on a monthly basis. NABE pays the travel expenses for NABE-related
travel for assigned staff as well as software and office supplies purchased by ABA on behalf of the
organization.
Throughout this manual, DBS staff responsibilities are outlined, including staff support to the
board and to committees and sections; and financial, membership, and meetings management. Those
areas outlined below either require additional explanation or were not addressed previously.
A. Meetings
DBS staff assists in planning and carrying out Annual and Midyear Meetings, Board meetings,
various committee and section meetings, and special educational programs as outlined in previous
sections. The Board will refer to the ABA’s pre-approved holiday schedule before it gives approval to
any of its officers, sections or committees to hold meetings so as to ensure that meetings do not
conflict with major religious holidays.
B. Maintenance of Records
Information about NABE members is maintained by DBS staff through the online member
database module of the NABE website. This information includes, but is not limited to, the
individual’s name, bar association or organization, job title, address, phone number, fax number, email address, NABE ID number, type of NABE membership, amount of dues paid, section
memberships, and memberships on NABE committees and forum listservs selected.
C. Non-Member Lists
DBS Staff develops a yearly “prospect list” of non-members, including staff members of bar
associations and law-related organizations. DBS also maintains lists of non-staffed associations for its
own purposes and may share the information with NABE upon request.
D. Historical Records
DBS staff maintains the following records for NABE:
• Minutes of Membership and Board of Directors meetings;
• Reports submitted by sections and committees;
• Articles of Incorporation;
• Bylaws;
• Tax returns;
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•
•
•
•
•

Monthly and annual financial statements and audits;
Lists of past officers, committees rosters, section councils, Annual and Midyear meeting
programs;
List of NABE award winners;
Publications and special reports including surveys; and
Minutes of section meetings and section workshop programs.

E. Communication with Members
Communications to NABE members that are handled by DBS staff are:
• Dues billings with a cover letter from the President;
• Notices of NABE Annual and Midyear meetings with accompanying correspondence
from the President and (occasionally) the Program Committee or Membership
Committee;
• Promotional notices for other NABE-sponsored meetings and workshops;
• Official correspondence such as bylaw changes or election materials;
• Notice of Board of Directors meetings and arrangements for those meetings;
• Notification of bar association job openings through the DBS job announcement
service;
• Letters to prospective members and new members;
• Notification of and ordering information for NABE publications;
• Miscellaneous memos relating to NABE business or issues;
• Soliciting stories for and drafting of NABE News
• Other notices as deemed necessary by the Board of Directors.
F. Research and Clearinghouse
DBS’ research/information clearinghouse services are provided to bar association staff
regardless of membership in NABE. DBS staff may respond to information requests submitted
through NABE listservs if the Division has on point information and DBS staff assigned to NABE
may consult with DBS research/information clearinghouse staff in the furtherance of NABE business.
NABE may contract with the ABA for assistance from DBS in the development of surveys or in the
performance of specific research projects beyond those generally necessary to the administration of
NABE.
G. Internal ABA Communications
DBS staff serves as the key contact between the senior management of the ABA and NABE.
Its role includes, but is not limited to, the following duties:
• Annually supplies the ABA “Red Book” with information on the NABE Board;
• Notifies the ABA Media Relations Division of significant or newsworthy programs
scheduled by NABE and furnishes story leads to Bar Leader;
• Submits information to ABA for inclusion in the Annual and Midyear Meeting
programs of ABA;
• Works with the ABA Meetings and Travel Department to ensure that NABE
decisions and information conform to deadlines established for Annual and Midyear
Meetings;
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• Works with the Meetings and Travel Department on all aspects of Annual and
Midyear Meeting planning as outlined previously; and
• Serves as a liaison between the ABA Standing Committee on Bar Activities and
Services and NABE.
H. List Servs and Electronic Communications
Appropriate DBS staff will facilitate and monitor development of list servs of interest to
NABE members. See Appendix O for a listing of current NABE listservs.
I. Website and Social Media
The Membership Coordinator will manage the NABE website to ensure its currency including
all pages related to the operations and administration of the organization. Staff also will work in
coordination with the Digital Media Editor to ensure the posting of substantive information to the
website. In addition, staff will independently develop and post messages announcing NABE-related
business to NABE’s social media platforms (currently Facebook, Linked-In, and Twitter) and assist in
posting content developed by the Digital Media Editor to same.
J. Miscellaneous
DBS staff orders office supplies necessary for the operations of the organization, serves as
liaison to other groups staffed by the ABA Division for Bar Services, and to other organizations as
needed. DBS staff assists in the production of publications, including writing, editing, and
publishing brochures, manuals, and handbooks, with committee input and approval. A meeting shall
be held periodically with the officers of NABE and representatives from DBS to evaluate services and
to buttress communications.
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XI. PUBLICATIONS

A. Membership Recruitment Brochure
A general information brochure on NABE is developed by the Membership Committee,
typeset and printed with the assistance of DBS staff, and maintained at DBS for distribution to new and
potential members. It includes an overview of NABE activities, resources, committees, and
educational programs, a membership application form, and the current dues structure. The brochure
should be reviewed by the Membership Committee annually and revised or reprinted as needed and is
also available on the website.
B. Section and Committee Publications
NABE sections may develop publications, electronic or print, within the scope of approved
budgets, on topics of interest to section members and other NABE members. Sections may give a
copy of the publication to each section member, or set a price schedule for members and
non-members. Copies of publications may be stored at DBS and distributed through its offices, with
orders handled by DBS and payment made through the NABE website. While the each section is
responsible for its own development of materials, DBS staff may assist in the production and layout of
section materials including membership brochures, promotional materials and substantive
publications if time permits. Committees may be assigned to produce publications for NABE, or may
initiate such a project with Board of Directors approval. If the publication is to be sold, the committee
may recommend a pricing structure to the Board of Directors.
C. NABE News
NABE News is a periodic electronic newsletter prepared and distributed by the DBS staff
featuring a column by the President, and input from NABE entities and individual members. It is sent
to NABE members 6-8 times per year.
D. NABE Website and Social Media Presence
NABE’s website contains information such as a Member Directory, materials from previous
meetings, and a calendar of events. The Website/Knowledge Management Committee oversees
content on the website. The Digital Media Editor, a consultant hired by NABE, provides substantive
content for the website as well as content for posting to social media platforms.
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XII. AWARDS
A. NABE Organizational Awards
1. Bolton Award for Outstanding Bar Leadership
The Bolton Award for Outstanding Bar Leadership has been presented annually since 1978. In
2005, this award was renamed from the Delegate Fred Award to the Bolton Award for Outstanding Bar
Leadership. It honors a NABE member who exhibits most, but not necessarily all, of the following
criteria:
•
•
•
•
•
•
•
•
•
•

Professionalism, Character and Integrity;
Vision and Leadership;
Service to the Legal Profession;
Managerial Ability;
Development of Bar Staff;
Providing Cutting Edge Programs for Members;
Improvements in the Administration of Justice;
Entrepreneurship and Creativity;
Warmth, Friendliness and Camaraderie; and
Service within NABE generally.

Fred Bolton was the Executive Director of the Pennsylvania Bar Association until his untimely
death in 1977. The Award is presented during the joint NABE/NCBP/NCBF luncheon held on the
Friday of the Annual Meeting. The Board selects the recipient at its spring meeting from a list of
individuals nominated by NABE members. The award winner must be a regular NABE member at
the time the award is presented. Nominations from two previous years may be considered by the
Board. DBS staff will maintain a roster of previous nominees and a copy of their nominating
documents. The recipient will be given an opportunity to make remarks at the Thursday luncheon
during the Midyear Meeting. Since the Board selects the winner of this award, no current member of
the Board of Directors is eligible to receive the Bolton Award. The names of all recipients are listed
in the programs for the annual and midyear meetings. The award is commemorated by a plaque.
2. President’s Award
The President’s Award of Excellence was established in 2001 and is intended to recognize
individual members who have provided dedicated and distinguished service to NABE. The current
President selects recipients (limited to 3) and presents an award (as Immediate Past President) at the
NABE Annual Meeting. The recipients must be regular NABE members at the time the awards are
presented.
3. Peer Excellence Award
The Peer Excellence Award (formerly Partners in Success Award) was established by the
Board in 2001 and recognizes a member’s extraordinary and unusual commitment to NABE and/or a
member’s contribution that significantly improves NABE’s ability to serve its members. The Board of
Directors will select winners (limited to 5) from any and all nominations submitted by NABE
members. The recipient(s), who must be a regular NABE member at the time the award is presented,
will receive an award that year’s Annual Meeting.
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4. LexisNexis Community and Educational Outreach Awards
The LexisNexis Community and Educational Outreach Awards were established to recognize
and publicize exceptional achievements by bar association staff and volunteers on behalf of the
public. There is no restriction on the number of nominations a bar association or foundation can submit,
although a separate form must be completed for each program nominated. The Board of Directors
selects the recipients of these awards. The winners are recognized during the Annual Meeting.
See Appendix P for Award Recipients.

B. Communications Section Awards
1.

E. A. “WALLY” RICHTER COMMUNICATIONS LEADERSHIP AWARD

The E.A. “Wally” Richter Communications Leadership Award is presented annually to a
member of the Communications Section for outstanding contributions to the section and to bar public
relations. E.A. “Wally” Richter served as director of public relations for The Missouri Bar until his
retirement in 1986. The recipient is selected by a committee chaired by the previous year’s recipient,
and is announced at the annual NABE Communications Section Workshop. The Award is
commemorated by a plaque. The plaque is ordered by the committee chair.
2.

ANNE CHARLES AWARD

The Communications Section also has established an award in memory of Anne Charles.
(Anne was a distinguished member of this section, from California.) The award recognizes
distinguished service to the section by a member of the NABE Communications Section. The award
will be presented at the section’s annual workshop.

3. LUMINARY AWARDS
Luminary Awards recognize outstanding work among bar communications professionals
nationwide. There is no charge for entries. There is no limit to the number of categories a NABE
Communications Section member can enter (though he or she may submit only one entry per
category).
Awards are presented in six categories:
• Excellence in Regular Publications (e.g., magazines, newsletters)
• Excellence in Special Publications (e.g., annual reports, directories)
• Excellence in Public Relations
• Excellence in Web Sites
• Excellence in Marketing (revenue-generating programs, such as annual meetings or CLE)
• Excellence in Electronic Publications (e.g., e-newsletters)
Within each category, Luminary Awards will be presented in three divisions (One bar could win
in all five categories and entries will compete only against similarly sized bar associations):
•
•
•

Large bar associations (15,000 members or more)
Medium bar associations (5,000 - 14,999 members)
Small bar associations (fewer than 5,000 members)
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Judges are chosen from among Communications Section members who agree not to submit
material for an award in the category they are judging for the current year and who have worked in the
publications or public relations area for a bar association for a minimum of three years. Members of a
judge’s bar association, who have a direct working relationship with, supervise, or who are supervised
by that judge are also ineligible in the category that judge is judging.
Awards for Excellence in Publications, Excellence in Public Relations, Excellence in
Marketing, Excellence in Electronic Publications and Excellence in Web Sites will be presented at the
annual NABE Communications Workshop.

C. GOVERNMENTAL RELATIONS SECTION AWARD
In 2013, the NABE Board authorized the Government Relations Section to present an annual
award to one of its members “for outstanding achievement in the field of government relations, for
extraordinary services to colleagues in NABE and for distinguished leadership in the GR Section.”
Eligibility
All members of the NABE-GR Section are eligible for nomination, with the exception of the
current or immediate past chairs of the Section, and meet the following criteria:
• Active membership in and contribution to the GR Section for at least four years in one
or more of these capacities: council member, officer, program planner, speaker, and/or
behind the scenes active member.
• The development and/or execution of an effective government relations program for an
individual bar association.
• Demonstrated leadership, creativity, competence and commitment to the professional
growth of bar government relations programs.
Selection process
Any member of the section may nominate another eligible member for this award. The
executive council chair shall designate an awards committee of at least three members, at least one of
whom shall not be an executive council member. Where possible, one member of the committee shall
be a past recipient of the award. The awards committee shall designate the award winner from the
nominations received. The award may be bestowed on only one member each year, and the committee
may elect not to make an award in any given year. The award shall be presented at the annual GR
conference.
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NATIONAL ASSOCIATION OF BAR EXECUTIVES
BYLAWS
(Amended February 5, 2015)
ARTICLE I: Name
The name of this association shall be National Association of Bar Executives.
ARTICLE II: Purpose
The purpose of the association shall be to: develop a cordial relationship, spirit of unity, and
common understanding among bar association executives throughout the United States; provide
a forum for the interchange of ideas; facilitate the administration of organized bar activities;
provide information to assist bar executives in the introduction of modern methods of office
management and business administration; secure a closer coordination of the activities of bar
associations; conduct surveys among members of the association on various aspects of bar
association operations and activities; and stimulate the work and activities of bar associations in
general.
ARTICLE III: Membership
Section 1. Classes of Members.
There shall be the following classes of Association Members:
a. Regular Members. Individuals employed by bar associations shall be eligible to be
Regular Members.
b . Associate Members. Individuals employed by bar-related organizations may be
eligible to be Associate Members. Associate members are not eligible to hold office
or to vote.
c . Retired Members. Individuals who have previously been Regular or Associate
Members, are retired from all bar association or bar-related organization work and
are no longer eligible for regular, or associate membership shall be eligible to be
Retired Members. Retired members are not eligible to hold office or to vote
d. NABE Virtual Members. Virtual members are individuals who are employed in a bar
association with membership less than 1,000 and who have never been a member of
NABE. Virtual members shall have limited member benefits as decided by the
NABE Board of Directors and are not eligible to hold office vote, or receive NABE
awards.
Section 2. Application for Membership.
Application to become a member shall be by a form approved by the NABE Board of Directors.
The first individual who applies for membership from one bar association, is considered the
primary member. Additional members may join at any time. After payment of dues, an
applicant shall become a member and shall immediately be entitled to all the rights and
privileges of membership.

Section 3. Rights and Privileges.
a. General. Members shall have the right to: attend all meetings of the association; engage
in deliberations at such meetings and participate in all programs and activities
sponsored by the association.
b. Voting. Only Regular Members of the association shall be entitled to vote. Each
Regular Member shall be entitled to one vote. Voting by proxy shall be prohibited.
c. Eligibility to Hold Office. Only Regular Members of the association shall be entitled
to hold office.
Section 4. Dues.
The annual dues for membership shall be payable on the first day of July of each year. The dues
schedule shall be established by the Board of Directors.
Section 5. Termination of Membership.
A member may resign from the association at any time. Members who fail to pay their dues
within thirty (30) calendar days from the time they become due shall be notified by designated
staff either electronically or by mail. If the member fails to make payment within the next
succeeding sixty (60) calendar days the member shall, without further notice or hearing, be
dropped from the rolls. Upon any subsequent reapplication for membership by a member
dropped from the association for failure to pay dues, staff may determine the requirement, if any,
for payment of past dues before acting upon such reapplication. The Board of Directors may
establish procedures for extending the time for payment of dues.
ARTICLE IV: Membership Meetings
Section 1. Annual and Midyear Meetings.
The association shall hold an annual and a midyear meeting at a place and date determined by
the Board of Directors.
Section 2. Special Meetings.
Special meetings of the membership may be held on dates and places determined by the Board of
Directors. No business shall be transacted at a special meeting other than that specified in the
notice thereof.
Section 3. Quorum.
At meetings of the association, ten percent (10%) of the Regular Members shall constitute a
quorum.
Section 4. Conduct.
Except as otherwise provided in these bylaws, all meetings of members shall be conducted in
conformity with Robert’s Rules of Order, Revised, as amended.

Section 5. Notice.
Notice of the Annual, the Midyear, and any special meetings shall be sent to each member not
more than ninety (90) calendar days nor less than twenty (20) calendar days prior to the date of
the meeting. Such notice shall state the place, date and hour of the meeting and shall indicate that
the notice is being issued by or at the direction of the Board of Directors.
Section 6. Program Committee.
There shall be a Program Committee consisting of a Chair, Vice-Chair and (12) Regular
Members who shall be appointed by the President and who shall serve staggered three-year
terms. Those appointed shall consist of four Regular Members who represent state bar
associations, four Regular Members who represent county or city bar associations, and one
representative from each association section. The chair of the Sponsorship Committee shall be
an ex officio member of the Committee. The President also shall designate a member of the
Board of Directors to serve as a liaison to this committee. The Program Committee shall be
responsible for developing the educational, social and business arrangements for the Annual and
Midyear Meetings of the association.
ARTICLE V: Board of Directors
Section 1. Powers and Duties.
The Board of Directors shall manage the affairs of the association.
Section 2. Composition.
The Board of Directors shall be composed of the President, the President-Elect, the Vice
President, the Secretary, the Treasurer, two directors representing local bar associations, two
directors representing state bar associations, and two directors elected at large. Each member of
the Board of Directors shall have one vote.
Section 3. Eligibility
The members of the Board of Directors shall be Regular Members.
Section 4. Meetings.
The Board of Directors shall meet during the Annual Meeting for the purpose of organizing and
conducting business. The Board shall also meet during the Midyear Meeting and such other
times as it deems necessary. Any regular meetings or special meetings may be held at times and
places determined by the President with the consent of a majority of the Board of Directors.
Special meetings may also be called upon the written request of three or more members of the
Board of Directors. Any regular or special meeting may be held in person, by phone, webcast,
email, or other future electronic means of communication.
Section 5. Notice of Meetings.
Unless an emergency occurs, the President or designee shall give members of the Board of
Directors notice of meetings not less than twenty (20) calendar days in advance. Such notice
shall state the place, date and hour of the meeting.

Section 6. Quorum.
Five members of the Board of Directors shall constitute a quorum. If a meeting is called for the
purpose of filling vacancies on the Board of Directors and the number of such vacancies makes it
impossible to procure a quorum, a majority of the Board of Directors then in office shall
constitute a quorum for the limited purpose of filling such vacancies.
Section 7. Indemnification.
NABE shall indemnify any agent of NABE who is made a party to a civil or criminal proceeding
for actions taken within the scope of authority as an agent of NABE. An agent of NABE
includes any Board member or, at the discretion of the Board, designated staff providing
administrative support to and working on behalf of NABE. Indemnification includes amounts
rendered in judgment or paid in settlement, together with reasonable expenses, including
attorneys’ fees. The association shall have the option of purchasing insurance and securing
counsel to represent the member of the Board of Directors, officer or agent to satisfy its
obligation hereunder.
Section 8. Delegate to the American Bar Association House of Delegates.
The Board of Directors shall appoint one (1) Regular Member as the association’s delegate to the
House of Delegates of the American Bar Association. The person appointed shall be a
lawyer-member of the American Bar Association.
ARTICLE VI: Officers
Section 1. Officers.
The officers of the association shall be a President, a President-Elect, a Vice President, a
Secretary, and a Treasurer.
Section 2. President.
The President shall preside at all meetings of the association and the Board of Directors, shall act
as the chief executive officer of the association with the duty to supervise the management of the
association and shall perform other such duties as the Board of Directors may assign. The
President shall be an ex-officio member of all committees except the Elections Committee.
Section 3. President-Elect.
The President-Elect shall automatically succeed to the office of President upon the expiration of
the President’s term of office. In the absence of the President, the President-Elect shall preside at
all meetings of the association and the Board of Directors. The President-Elect shall perform
such other duties as the President or the Board of Directors may assign. The President-Elect shall
announce appointments to committees no later than thirty (30) days prior to the Annual Meeting.
Section 4. Vice President.
The Vice President shall automatically succeed to the office of President-Elect upon the
expiration of the President-Elect’s term of office. In the absence of the President and the
President-Elect, the Vice President shall preside at all meetings of the association and the Board
of Directors. The Vice President shall perform such other duties as the President or the Board of
Directors may assign.

Section 5. Secretary.
The Secretary shall record or cause to be recorded the minutes of all meetings of the members
and of the Board of Directors, shall cause the minutes of the meetings to be kept, shall ensure
that all required notices are duly given and served, and shall perform other such duties as the
President or the Board of Directors may assign.
Section 6. Treasurer.
The Treasurer shall be the chief financial and accounting officer of the association and shall
perform or cause to be performed such duties as the President or the Board of Directors may
assign. The Treasurer shall be bonded, and said bond shall be paid by the association.
Section 7. Directors.
Directors shall act as direct representatives of the membership and shall perform such duties as
the President or the Board of Directors may assign.
Section 8. Qualifications and Terms of Office.
The officers of the Board of Directors shall be Regular Members. Candidates for the office of
Vice President must have served at least one year on the Board of Directors prior to taking office
as Vice President. There is a three-year rotation for the office of Vice President. The office will
rotate from local bar to state bar to at-large.
The term of office of the President-Elect, Vice President and Secretary shall be one year,
commencing July 1 following their election and continuing until their respective successors are
elected and qualified. The office of Treasurer shall be for a term of two years commencing July
1 following his/her election and continuing until a successor is elected and qualified. The
President and President-Elect shall serve as such for one year following the completion of his or
her term as President-Elect and Vice President, respectively.
The Secretary, Treasurer and Directors are each eligible to serve two consecutive terms in the
same office. In the last year of their second term, the Secretary and Treasurer may run for a
different office or director position on the board. Directors, regardless of whether they are a
state, local or at-large director, are not eligible to run for a different director position but may run
for an officer position. Officers or directors elected to fill an unexpired term are eligible to run
for two full consecutive terms following the completion of the unexpired term. Terms are
considered consecutive unless they are at least two years apart.
Section 9. Officer Vacancy; Succession.
Any officer may resign at any time by giving written notice to the President. Such resignation
shall take effect at the time specified therein, or, if no time is specified, then on delivery.
a. Election. A vacancy in any office, due to resignation or as a result of no candidate
filing for an office other than the offices of President or President-Elect, shall be filled
by vote of the Board of Directors. An eligible member selected by the Board of
Directors to fill any such vacancy shall hold office through June 30 or until a successor
is elected or appointed and qualified.

b. Officers succession. In the event the office of President becomes vacant for any
reason, the President-Elect shall immediately succeed to the office of President,
complete the unexpired term and shall thereafter serve the full term as President. If the
office of President-Elect is vacant at the time the office of President becomes vacant,
the Vice President shall immediately become acting President for the unexpired term
thereof and until a successor is elected and qualified at the next election.
In the event the office of President-Elect becomes vacant because the President-Elect must
complete the unexpired term of the President, the Vice President shall assist the President and
perform the duties of the President-Elect but shall not assume the title or office of PresidentElect.
Section 10. Removal and Suspension.
Any officer may be removed only by majority vote of the Regular Members of the association
voting at a membership meeting, but the authority of any elected officer to act as such may be
suspended by the Board of Directors for cause. Prior to any consideration of removal or
suspension of any officer hereunder, such officer shall be given notice, a copy in writing of the
specific charges, and a hearing in accordance with procedures established by the Board of
Directors.

ARTICLE VII: Election of Officers and Directors
Section 1. Nominations.
Nominations for any position to be filled by election may be made by causing the president to
receive, not later than March 15, a written petition signed by at least five Regular Members.
Such petition or petitions shall state the name of the candidate and the office for which the
individual seeks to be a candidate.
Section 2. Elections Committee
The President shall appoint an Elections Committee consisting of three Regular Members,
naming one as Chair. In case any person appointed is unable to participate, the President shall
fill the vacancy. Candidates for office shall be ineligible to serve on the Elections Committee.
Section 3. Ballots and Voting.
All Regular Members of record as of April 1 shall be eligible to vote in that year’s election.
After confirming each candidate’s willingness to be listed on the ballot, the Elections
Committee, not later than April 15, shall cause a ballot to be prepared and sent to each Regular
Member eligible to vote. The ballot shall contain the names of all candidates for each contested
office, listed in order drawn by lot and accompanied by a brief biographical sketch of each
candidate. All seats shall be elected by a plurality. Completed ballots shall be received by the
Chair of the Elections Committee or by such person as designated by the Elections Committee
no later than May 1.

Section 4. Elections.
a.) The Elections Committee or its designee shall count and tabulate all ballots delivered by the
deadline. Ballots filed electronically shall be counted by the software program used, the results
of which shall be reported to the Chair of the Elections Committee. The Elections Committee
shall determine all challenges and questions arising in connection with the right to vote, and shall
do such acts as are proper to conduct the election with fairness. The complete results of the
voting shall be announced as soon as practicable and no later than June 1. The candidates
receiving a plurality of the votes cast for each office shall be declared elected and shall take
office effective July 1. In the event of a tie vote, ballots shall be distributed to all Regular
Members no later than June 10. Completed ballots must be received no later than June 20, and
the ballots shall be counted and complete results announced as soon as possible prior to the
Annual Meeting.
b.) In the event no one from the appropriate rotational category files a petition for the office of
Vice President by March 15, all Regular Members shall be notified before March 20 of the
opening. Any Regular Member who has served on the Board of Directors for at least one (1) full
year and who submits to the Elections Committee prior to March 31 a valid written petition
which includes the individual’s name, the office for which the individual seeks to be a candidate,
and the signatures of at least five Regular Members will be eligible to run for the office of Vice
President. If only one individual timely files a valid petition, that individual shall be certified
elected. If multiple individuals timely file valid petitions, these candidates will be included on
the ballot to be sent not later than April 15 to all Regular Members. The turn of the rotational
category for which no candidate filed a petition shall be forfeited and the scheduled rotation of
local bar to state bar to at-large for the office of Vice President shall continue to the next
rotational category for the following year. The term shall be one year commencing July 1.
c.) If, after giving notice to all Regular Members of the Vice President opening, no candidate
files for the position by March 31, the Board of Directors shall appoint a Vice President as soon
as practicable. Such appointee must have served at least one (1) year on the Board of Directors.
The turn of the rotational category for which no candidate filed a petition shall be forfeited and
the scheduled rotation of local bar to state bar to at-large for the office of Vice President shall
continue to the next rotational category for the following year. The term shall be one year
commencing July 1.

Section 5. Time.
If any deadline date herein specified is a Saturday, Sunday or legal holiday, the next succeeding
business day shall substitute for that specific deadline. As used in this article, a legal holiday
includes New Year’s Day, Martin Luther King, Jr. Day, Presidents’ Day, Memorial Day,
Independence Day, Labor Day, Columbus Day, Veterans Day, Thanksgiving Day, Christmas
Day, and any other day appointed as a holiday by the President or the Congress of the United
States.

ARTICLE VIII: Committees
Section 1. Committees.
The Board of Directors may create committees of the association whose duties and authority
shall be as specifically delegated. Members are eligible to be appointed to the committees and
shall serve at the pleasure of the President.
Section 2. Meetings.
Committee meetings shall be held at such times and places as shall be fixed by the President, the
Chair of the committee or by vote of a majority of the committee. Notice of meetings shall be
given to committee members and shall state the purpose, place, date and hour of the meeting.
Section 3. Statements of Policy.
No resolution of a committee shall be deemed to establish the policy of the association unless it
has been submitted to the Board of Directors and approved either by the Board of Directors or by
the members of the association at an Annual, Midyear or special meeting of members.
Section 4. Annual Report.
At least fifteen (15) calendar days prior to the association Annual Meeting, the Chair of each
committee shall prepare and deliver to the President a report of the work of the committee for the
year.

ARTICLE IX: Sections
Section 1. Formation.
Sections may be established by the Board of Directors either upon its own initiative or upon the
petition of ten (10) or more Regular Members. Sections may be terminated for cause at any time
by the Board of Directors.
Section 2. Membership.
Members of the association shall be eligible for membership in any section provided they
otherwise meet the membership requirements set forth in the rules or bylaws of such section.
Section 3. Officers.
The officers of each section shall be a Chair, a Vice Chair, a Secretary and a Treasurer, all of
whom shall be elected by the members of the section at the Annual Meeting of the association. In
the event a section fails to hold such an election, the Board of Directors may appoint members of
a section to hold office until the section has held an election.
Section 4. Council.
Each section shall elect a council, which shall consist of the section’s officers and council
members as provided in its rules or bylaws. The council of each section shall have general
supervision and control of the affairs of the section subject to these bylaws and to the rules and
bylaws of such section.
Section 5. Rules and Bylaws.

Section bylaws and amendments thereto shall become effective on the date of their approval by
the Board of Directors.
Section 6. Dues.
Membership dues of each section shall be determined by the council of such section subject to
the approval of the Board of Directors. Such dues shall be assessed in addition to the
membership dues of the association.
Section 7. Funds.
Section budgets are subject to the review by and approval of the Board of Directors. Sections
shall submit proposed budgets for the following fiscal year in accordance with procedures as
established by the Board of Directors. The sections shall be permitted to expend their funds in
accordance with the approved budget.
Section 8. Committees.
The council of each section may create section committees to perform different phases of the
work of the section and to make recommendations to the section for action. No action of such
committees shall be effective unless approved by the council of the section.
Section 9. Liaison.
The Chair or designee of a section shall serve as liaison between the section and the Board of
Directors. The Secretary of each section shall, within fifteen (15) days after any meeting thereof,
file with the President and the Secretary of the association a copy of the minutes of the meeting.
Section 10. Statements of Policy.
No section or section council shall pass any resolution expressing its views unless notice of the
proposed action is distributed to each member of the section or section council at least ten (10)
days before the meeting at which the resolution is to be considered and unless the proposed
resolution is formally adopted by a majority of the section or section council. No resolution of a
section or section council shall be deemed to establish the policy of the association unless it has
been submitted to and approved by the Board of Directors or by the members of the association
at an Annual, Midyear or special meeting of members.
Section 11. Annual Report.
At least fifteen (15) calendar days prior to the association Annual Meeting, the Chair of each
section shall prepare and deliver to the President a report of the work of that section for the year.
ARTICLE X: Finances
Section 1. Fiscal Year and Budget.
The fiscal year of the association shall commence on the first day of July and shall end on the
last day of June of the following year unless otherwise authorized by the Board of Directors. The
Board of Directors shall not adopt a budget exceeding annual income plus accumulated surplus
except as authorized by the membership.
Section 2. Funds and Property.

a. Uses. All funds and property received by the association from whatever sources shall
be used only to further the purposes of the association.
b. Accounts. The Treasurer or other persons designated by the Board of Directors shall
sign all checks, drafts, orders or other instruments for disbursing, depositing or
investing association funds. All funds of the association shall be deposited in the
association’s name in a recognized financial institution(s) selected by the Treasurer.
The Treasurer or other persons designated by the Board of Directors shall have the
power to transfer any funds, property or other interests of the association.
Section 3. Annual Financial Report.
At the Annual Meeting of the association the Treasurer shall present a comprehensive annual
financial report for the twelve (12) months immediately preceding that Annual Meeting.
Section 4. Annual Review.
An annual review of the accounts of the association shall be performed by a certified accountant
selected by the Audit Committee.
ARTICLE XI: Office and Books
Section 1. Office.
The association office shall be at a location designated by the Board of Directors.
Section 2. Books and Records.
The following books and records shall be kept at a place or places designated by the Board of
Directors: correct and complete books and records of accounts; minutes of the proceedings of
meetings of the members and of the Board of Directors; a current list of the Board of Directors
and other officers of the association with their addresses; a current list of all members and
designated staff and their addresses; a copy of current policies and procedures; and a copy of
these bylaws.
Section 3. Inspection of Books and Records.
Any member shall have the right to examine and copy information from the books and records of
the association. The request to examine the books and records shall be in writing with at least
seven (7) calendar days’ notice. The examination shall be made during regular business hours.
The examination may be made by an authorized agent or attorney.
ARTICLE XII: Miscellaneous
Section 1. Readings.
Article and section titles and captions contained in these bylaws are inserted only as a
convenience and for reference, and in no way define, limit or extend the intent of any provision.

ARTICLE XIII: Amendments
Section 1. Proposals to Amend.
These bylaws may be amended by five percent (5%) or more of the Regular Members filing with
the Secretary a written petition setting forth the proposed amendment or amendments with a
request that the proposal be submitted to the membership for its consideration at the next
scheduled meeting or by a resolution of the Board of Directors with a directive that the proposal
be submitted to the membership for its consideration at the next scheduled meeting.
Section 2. Review by the Bylaws Committee.
The language of a proposed amendment shall be forwarded to the Bylaws Committee not less
than ninety (90) calendar days prior to the date of the meeting. The Bylaws Committee shall
review the proposed language and edit it as needed to conform to the format of the bylaws,
completing its review not less than sixty (60) days prior to the date of the meeting.
Section 3. Notice.
After the review, the language of a proposed amendment shall be included with the notice of the
meeting at which such proposed amendment is to be considered and shall be mailed to each
member not more than sixty (60) calendar days nor less than twenty (20) calendar days prior to
the date of the meeting.
Section 4. Vote.
Approval of a proposed amendment shall require an affirmative vote by two-thirds (2/3) of the
Regular Members present and voting at the meeting.
Section 5. Effective Date.
Any amendments shall be effective upon approval by the membership as provided by these
bylaws.
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This is the NABE Logo.

Appendix A

NABE Mission Statement
The mission of the National Association of Bar Executives is to enhance the skills and enrich the
careers of bar association executives.

Appendix B

NABE Honorary Members

Arlene Abady, Colorado
Susan Andres, North Carolina
Christopher Blake, Connecticut
Edward M. Bonney, Maine
Betty Braden, Wisconsin
Gilbert Campbell, Tennessee
William J. Carroll, New York
Dan Cirucci, Pennsylvania
Thomas Edmonds, Virginia
Louis Fox, California
Nancy Galloway, Michigan
Celene Greene, Oregon
Judith Gray, Arkansas
Reginald Hamner, Alabama
Beth H. Keigher, New York
Gabriele K. Libbey, New York
Susan L. Martin, Ohio
William A. (Bill) Martin, Arkansas
Drucilla Ramey, New York
Peter Roper, Massachusetts
Mary Elizabeth Stritmatter, Washington

Appendix C

NABE Dues Schedule
July 1, 2015-June 30, 2016

Association Membership
Fewer than 1,000
1,000-2,499
2,500-4,999
5,000-9,999
10,000-14,999
15,000-19,999
20,000-24,999
25,000 and more

Dues for First Member
$125
$200
$250
$325
$400
$475
$625
$800

Additional Members

$80

Section Dues
Administration & Finance
Communications
Governmental Relations

$30
$35
$40

Other Membership Classes
Associate Members*
Retired *

$250
$15

Section Administrative Fee (per member)

$5

*See definition of this membership class in Article III, Section 1 of the NABE bylaws.

Appendix D1
NABE Board of Directors
2015-2016
President
Nancy Roberson
Executive Director
Mecklenburg County Bar
2850 Zebulon Avenue
Charlotte, NC 28208
704/375-8624
nroberson@meckbar.org

Treasurer
Karen Hutchins
Executive Director
Arkansas Bar Association
2224 Cottondale Lane
Little Rock, AR 72202
501/375-4606
khutchins@arkbar.com

Local Bar Director
Jenna Grubb
Director of Communications
Toledo Bar Association
311 N. Superior St.
Toledo, OH 43604
419/244-1044
jgrubb@toledobar.org

President-elect
Zoe W. Linza
Executive Director
Bar Association of
Metropolitan St. Louis
555 Washington Ave., Ste. 100
St. Louis, MO 63101
314/421-4134, ext. 3107
zlinza@bamsl.org

State Bar Director
Wanda Calvin Claiborne
Director of Meetings and Bar
Liaison
Maryland State Bar
Association
520 W. Fayette Street
Baltimore, MD 21201
410/685-7878, ext. 3022
wclaiborne@msba.org

Director-at-large
Ellen Miller-Sharp
Executive Director
San Diego County Bar
Association
401 West A Street, #1100
San Diego, CA 92101
619/231-0781
emiller@sdcba.org

Vice President
Robert Craghead
Executive Director
Illinois State Bar Association
424 2nd Street
Springfield, IL 62701
217/525-1760
rcraghead@isba.org
Secretary
Loretta Larsen
Executive Director
Louisiana State Bar Association
601 St. Charles Avenue
New Orleans, LA 70130
504/619-0113
loretta@lsba.org

State Bar Director
Francis J. O’Rourke
Deputy Executive Director
Pennsylvania Bar Association
100 South Street
Harrisburg, PA 17101
717/213-2502
forourke@pabar.org
Local Bar Director
Julie Armstrong
Executive Director
Indianapolis Bar Association
135 N. Pennsylvania Street
Suite 1500
Indianapolis, IN 46204
317/269-2000
jarmstrong@indybar.org

Director-at-large
Marc R. Staenberg
Chief Executive Officer
Beverly Hills Bar Association &
Foundation
9420 Wilshire Blvd, 2nd Floor
Beverly Hills, CA 90212
310/601-2422
mstaenberg@bhba.org
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Vice-Presidential Rotation
Association Year
2015-2016
2016-2017
2017-2018
2018-2019
2019-2020
2020-2021

Bar Association
State Bar
At-Large
Local Bar
State Bar
At-Large
Local Bar

NATIONAL ASSOCIATION OF BAR EXECUTIVES
CONFLICT OF INTEREST POLICY

The National Association of Bar Executives (NABE) is an organization the purpose of
which is to: develop a cordial relationship, spirit of unity, and common understanding among
bar association executives throughout the United States; provide a forum for the interchange of
ideas; facilitate the administration of organized bar activities; provide information to assist bar
executives in the introduction of modern methods of office management and business
administration; secure a closer coordination of the activities of bar associations; conduct surveys
among members of the association on various aspects of bar association operations and
activities; and stimulate the work and activities of bar associations in general.
Pursuant to the bylaws of NABE, Article V, Section 2, the Board of Directors shall be
composed of the president, the president-elect, the vice-president, the secretary, the treasurer,
two directors representing local bar associations, two directors representing state bar
associations, two directors elected at large, and the ABA delegate as an ex-officio member.
This Policy is to assure that the affairs of NABE and its Board of Directors are managed
in an ethical manner, free from the temptations for inappropriate personal gain which conflicting
desires may provide. There are no exceptions to this Policy.
NABE expects each member of the Board of Directors to avoid any activity, agreement,
business investment or interest, or other situation, which is in conflict with NABE’s interests or
interferes with the performance of that person’s duties to NABE and to represent NABE in a
manner consistent with the goals, objectives and policies of the organization.
The following Policy has therefore been adopted:
1. Duty to the National Association of Bar Executives. Members of the Board of
Directors have a clear fiduciary obligation to NABE in connection with their service
in such capacity. At all times the Directors shall act in a manner consistent with this
fiduciary obligation and shall exercise particular care that no detriment to the interests
of NABE (or appearance of such detriment) may result from a conflict between those
interests and any personal interests which the individual Director may have, or
between the interests of NABE and the Director’s interests as a voting member of the
Board of Directors of NABE.
2. Areas of Potential Conflict. Conflicts of interest could arise in situations in which
Directors may have the opportunity to influence NABE’s business decisions in ways
that could lead to personal gain or give improper advantage to the Director, NABE, or
associates of the Director, including, but not limited to, members of the Director’s
family or business associates of the Director.
3. Disclosure. All actual and potential conflicts of interest shall be disclosed by Board
members to the NABE Executive Committee through the annual disclosure form
and/or whenever a conflict arises.

4. Penalty for Violations of Policy. The disinterested members of the NABE Executive
Committee shall make a determination as to whether a conflict exists and what
subsequent action is appropriate (if any). The NABE Executive Committee shall
inform the Board of such determination and action. The Board shall retain the right
to modify or reverse such determination and action, and shall retain the ultimate
enforcement authority with respect to the interpretation and application of this policy.
ACKNOWLEDGEMENT AND DISCLOSURE FORM
I have read the NABE Board Conflict of Interest Policy set forth above and agree to
comply fully with its terms and conditions at all times during my service as a NABE
Board member. If at any time following the submission of this form I become aware of
any actual or potential conflicts of interst, or if the information provided below becomes
inaccurate or incomplete, I will promptly notify the NABE President in writing.
Disclosure of Actual or Potential Conflicts of Interest:

Board Member Signature: __________________________________________
Board Member Printed Name: _______________________________________
Date: __________________________________

NATIONAL ASSOCIATION OF BAR EXECUTIVES
BOARD MEMBER AGREEMENT
Responsibilities of a Board Member
• Know and effectively articulate the mission, purpose, goals, policies and
programs of the National Association of Bar Executives.
• Prepare for and attend all regular and special Board meetings and actively
participate in proceedings.
• Chair and/or participate in at least one Board committee as assigned.
• Commit appropriate amount of time, thought and effort to the National
Association of Bar Executives.
• Participate in establishing and enforcing organizational policies.
• Accept responsibility for the National Association of Bar Executives financial
accountability.
• Participate in periodic evaluation of the National Association of Bar Executives
organizational governance.
• Support and advise the DBS Staff as appropriate.
• Participate actively in assessing the National Association of Bar Executives
performance and setting its strategic goals and objectives.
• Represent the National Association of Bar Executives to your communities.
• Sign the NABE Conflict of Interest Policy and adhere to the policies stated
therein.
• Avoid putting forth a personal agenda.
• Maintain appropriate confidentiality of National Association of Bar Executives
Board meetings.
• Support the decisions of the Board regardless of personal views.
• Encourage NABE members to participate in leadership roles.
Responsibilities of the National Association of Bar Executives and Division for Bar
Services to Board Members
The National Association of Bar Executives agrees to provide each member of the Board
with the following:
• Director orientation.
• Access to the DBS Staff of the National Association of Bar Executives, as needed
for proper operation of the board.
• Ample notice of all meetings.
• Minutes of all Board meetings.
• Relevant information to conduct his or her job as a Board member.
• Indemnification from liability for a Board member’s reasonable and necessary
actions.
• Reimbursement within the current policy for reasonable expenses in conducting
and attending to National Association of Bar Executives business.

Signed:
NABE President

Dated:

NABE Board Member

National Association of Bar Executives
Whistleblower Policy
Adopted
07/28/2009

General
The National Association of Bar Executives requires board members, officers, members,
as well as independent contractors and professionals hired to manage the Associations’
affairs and assets to observe high standards of business and personal ethics in the conduct
of their duties and responsibilities. As officers and representatives of the Association,
they must practice honesty and integrity in fulfilling their responsibilities and complying
with all applicable laws and regulations.
Reporting Responsibility
If any board member, officer, member, independent contractor or professionals hired to
manage the Associations’ affairs and assets reasonably believe that some policy, practice
or activity of The National Association of Bar Executives, its board members, officers or
members constitutes fraudulent or dishonest conduct, a complaint must be made in
accordance with the section on Reporting Violations below.
Fraudulent or dishonest conduct includes, but is not limited to, the following:
•
•
•
•
•

forgery or unauthorized alteration of documents;
unauthorized alteration or manipulation of computer files;
misrepresentation or false statements in financial reports;
misappropriation or misuse of Association resources, such as funds, supplies or
other assets;
authorizing or receiving compensation for goods not received or services not
performed; and

Reporting Violations
The Association has an open door policy and suggests that members share their
questions, concerns, suggestions or complaints with someone who can address them
properly. In most cases, an officer or board member is in the best position to address an
area of concern. However, if you are not comfortable speaking with an officer or board
member or you are not satisfied with the response, you are encouraged to speak with any
one on the NABE Board who you are comfortable in approaching. For suspected fraud,
or when you are not satisfied or uncomfortable with following the Association’s open
door policy, individuals should contact the Association’s Compliance Officer directly.
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To the extent possible, any complaint should be factual rather than speculative or
conclusory, and should contain as much specific information as possible to allow for
proper assessment. The complaint describing an alleged violation or concern should be
candid and set forth all of the information that the employee knows regarding the
allegation or concern.
Compliance Officer & Alternate Compliance Officer
The Association’s Compliance Officer is responsible for investigating and resolving all
reported complaints. The Compliance Officer has direct access to the Budget Committee
of the Board and is required to report to the Budget Committee at least annually on
compliance activity. The Association’s Compliance Officer is the Vice-President of the
NABE Board. Each year the name, address and telephone number of the Compliance
Officer will be provided to all members.
In the event that the Association’s Compliance Officer is unable to perform his or her
duties the Alternate Compliance Officer shall be responsible for investigating and
resolving all reported complaints. The Association’s Alternate Compliance Officer shall
have all of the authority, duties and responsibilities granted to the Compliance Officer.
The Association’s Alternate Compliance Officer shall be the NABE ABA House of
Delegate Representative.
Accounting and Auditing Matters
The Budget Committee of the Board shall address all reported concerns or complaints
regarding corporate accounting practices, internal controls or auditing. The Compliance
Officer shall immediately notify the Budget Committee of any such complaint and work
with the Committee until the matter is resolved.
Acting in Good Faith
Anyone filing a complaint concerning a violation or suspected violation must be acting in
good faith and have reasonable grounds for believing the information disclosed indicates
a violation.
Confidentiality
Violations or suspected violations may be submitted on a confidential basis by the
complainant or may be submitted anonymously. Reports of violations or suspected
violations will be kept confidential to the extent possible, consistent with the need to
conduct an adequate investigation.
No Retaliation
No board member, officer, member, as well as independent contractors and professionals
hired to manage the Associations’ affairs and assets, who in good faith reports a
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violation, shall suffer harassment, retaliation or adverse employment consequence. This
Whistleblower Policy is intended to encourage and enable members and others to raise
serious concerns within the Association prior to seeking resolution outside the
Association. Individuals who believe they have been retaliated against may file a
complaint in accordance with the section on Reporting Violations herein.
Handling of Reported Violations
The Compliance Officer will notify the sender and acknowledge receipt of the reported
violation or suspected violation within ten business days. All reports will be promptly
investigated and appropriate corrective action will be taken if warranted by the
investigation. Board members, officers and members who are found to have violated any
laws, governmental regulations or NABE policies may face disciplinary action, dismissal
from a Board, Committee, Forum or Section and possible civil or criminal prosecution, if
warranted.
Budget Committee Compliance Officer – Vice President of the NABE Board.
Retention of Complaints
All complaints submitted by an employee regarding an alleged violation or concern will
remain confidential to the extent practicable. In addition, all written statements, along
with the results of any investigations relating thereto, shall be retained by the NABE for a
minimum of seven years.
It is illegal and against NABE’s policy to destroy any corporate audit records that may be
subject to or related to an investigation by the NABE or any federal, state or regulatory
body.
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National Association of Bar Executives
Document Retention Policy
Adopted
07/28/2009

Purpose
In accordance with the Sarbanes-Oxley Act, which makes it a crime to alter, cover-up, falsity, or destroy a
document with the intent or obstructing any official proceeding, this policy provides for the systematic
review, retention and destruction of documents received or created by the National Association of Bar
Executives (NABE) in connection with the transaction of organization business. This policy covers all
records and documents, regardless of physical form, contains guidelines for how long certain documents
should be kept and how records should be destroyed. The policy is designed to ensure compliance with
federal and state laws and regulations, to eliminate accidental or innocent destruction of records and to
facilitate NABE’s operations by promoting efficiency and freeing up valuable storage space.
Document Retention
NABE follows the document retention procedures outlined below. Documents that are not listed, but are
substantially similar to those listed in the schedule will be retained for the appropriate length of time.
Corporate Records
Annual Reports to Secretary of State/Attorney General

Permanent

Articles of Incorporation

Permanent

Board Meeting and Board Committee Minutes

Permanent

Board Policies/Resolutions

Permanent

By-laws

Permanent

Construction Documents

Permanent

Fixed Asset Records

Permanent

IRS Application for Tax-Exempt Status (Form 1023)

Permanent

IRS Determination Letter

Permanent

State Sales Tax Exemption Letter

Permanent

Contracts (after expiration)

5 Years

Correspondence

3 Years

Accounting and Corporate Tax Records
Annual Audits and Financial Statements

Permanent

Depreciation Schedules

Permanent

General Ledgers

Permanent

IRS 990 Tax Returns

Permanent

Business Expense Records

7 Years

IRS 1099s

7 Years

Journal Entries

7 Years

Invoices

7 Years

Sales Records (books, forms)

5 Years

Petty Cash Vouchers

3 Years

Cash Receipts

3 Years

Credit Card Receipts

3 Years

Bank Records
Check Registers

Permanent

Bank Deposit Slips

7 Years

Bank Statements and Reconciliation

7 Years

Electronic Fund Transfer Documents

7 Years

Payroll and Employment Tax Records (If applicable)
Payroll Registers

Permanent

State Unemployment Tax Records

Permanent

Earnings Records

7 Years

Garnishment Records

7 Years

Payroll Tax Returns

7 Years

W-2 Statements

7 Years

Employee Records (If applicable)
Employment and Termination Agreements

Permanent

Retirement and pension Plan Documents

Permanent

Records Relation to Promotion, Demotion, or Discharge

7 Years after Termination

Accident Reports and Workers’ Compensation Records

5 Years

Salary Schedules

5 Years

Employment Applications

3 Years

I-9 Forms

3 Years

Time Cards

2 Years

Contributions, Sponsorships, Endorsements
Donor Records and Acknowledgement Letters

7 Years after Completion

Endorsement Contracts

5 Years

Sponsorship Contracts

5 Years

Grant Applications and Contracts

5 Years
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Legal and Insurance Records
Appraisals

Permanent

Copyright Registrations

Permanent

Insurance Policies

Permanent

Real Estate Documents

Permanent

Stock and Bond Records

Permanent

Trademark Registrations

Permanent

Leases

6 Years after Expiration

General Contracts

5 Years after Termination

Electronic Documents and Records
Electronic documents will be retained as if they were paper documents. Therefore, any electronic files,
including records of donations made online, that fall into one of the document types on the above
schedule will be maintained for the appropriate amount of time. If a user has sufficient reason to keep an
email message, the message should be printed in hard copy and kept in the appropriate file or moved to
an “archive” computer file folder. Backup and recovery methods will be tested on a regular basis.

Emergency Planning
NABE’s records will be stored in a safe, secure, and accessible manner. Documents and financial files
that are essential to keeping NABE operating in an emergency will be duplicated or backed up at least
every week and maintained off-site.
Implementation of the Document Retention Policy
The Secretary of NABE shall be responsible for the implementation of the NABE Document Retention
Policy.
Document Destruction
NABE’s Secretary is responsible for the ongoing process of identifying its records, which have met the
required retention period and overseeing their destruction. Destruction of financial and personnel-related
documents will be accomplished by shredding.
Document destruction will be suspended immediately, upon an indication of an official investigation, or
when a lawsuit is filed or appears imminent. Destruction will be reinstated upon conclusion of the
investigation.

Compliance
Failure on the part of agents to follow this policy can result in possible civil and criminal sanctions against
NABE and its agents and possible disciplinary action against responsible individuals. The Secretary and
Budget Committee Chair will periodically review these procedures with legal counsel or the organization’s
certified public accountant to ensure that they are in compliance with new or revised regulations.
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Appendix E5

Social Media Guidelines
National Association of Bar Executives (NABE)
Approved October 22, 2010
Definition: Social media is media designed to be disseminated through social interaction, created
using easy-to-learn publishing techniques. While social media can be used to easily broadcast (oneway) content to audiences, what sets it apart is the ease with which the audience can respond or
interact with that content.
Using social media: Social media easily and inexpensively allows the association to interact with
its members and the public and can facilitate member-to-member dialog. Social networks-- such as,
but not limited to, blogging, microblogging, (Twitter), networking sites (Facebook, LinkedIn),
podcasts and social media (YouTube) -- offer opportunities for outreach, information sharing and
interaction.
The National Association of Bar Executives, hereafter referred to as NABE, supports the use of
LinkedIn, Facebook, and Twitter to increase member engagement, build community, and improve
access to information, resulting in greater value to our members and the public. These tools are
another method to communicate with a variety of audiences, but may not be appropriate in all
instances nor for all kinds of outreach.
The following guidelines apply to NABE volunteers, sections, committees, forums, boards,
divisions, panels, and related programs or groups (entities) wishing to use NABE’s name and/or
graphic identity (e.g., logo) in conjunction with the creation or maintenance of a social media
presence that identifies the entity as being sponsored by, administered by, or affiliated with NABE.
Objectives
Entities considering social media should be committed to long-term goals. Consider the goals you
seek to achieve with social media participation. How will you, or how can you, measure the success
of your social media activity? If you are going to invest resources in social media sites, you must be
prepared to give good reason for that investment.
Administering the social media site
Each NABE entity desiring a social media presence will work with the entity’s staff liaison/contact
to determine the entity’s objectives and the proper social media venues for the entity. The NABE
staff liaison will establish the page/account for the entity. The entity shall work with the staff
liaison to generate content updates to the page/account. NABE reserves the right to remove any
content deemed inappropriate or not in keeping with these guidelines. Entities are responsible, in
collaboration with their NABE liaison/contact and all those individuals participating in the social
network, for complying with these guidelines.

Guidelines for social networking
Represent NABE and our profession well. Exercise good judgment. Entities and individuals who
fail to do so, or who fail to comply with these guidelines, may forfeit the right to participate in
social networking activities sponsored by NABE.
In some circumstances, inappropriate use of social media may subject you to discipline for failing
to adhere to applicable Rules of Professional Conduct (RPC), as well as civil or criminal liability
and penalties, as warranted.
1. Be responsible. You are personally responsible for the material you post. Carefully
consider content; what you publish will be widely accessible for some time and, in some cases,
indefinitely. All statements must be true and not misleading. Do not post private information about
yourself or others. Keep the posts relevant to NABE’s mission and/or goals. Adhere to all statutory
prescriptions and Rules of Professional Conduct governing the privacy of individuals and
confidential information.
2. Be upfront; identify yourself. Use your real name, and, if relevant, your role or interest
in the topic discussed. When appropriate, make it clear you are speaking for yourself and not on
NABE’s behalf.
3. Be civil and respectful. It’s alright to disagree with others, but do not use defamatory,
libelous, or damaging innuendo; abusive, threatening, offensive, obscene, explicit, or racist
language; or post illegal material.
4. Be quick to correct an error. If you make a mistake, admit it. Quickly provide the
correct information. If appropriate, modify an earlier post to make it clear that you have corrected
an error.
5. Keep it relevant/add value. Write about what you know. Information can add value if it
contributes to the knowledge or skills of NABE members or builds a sense of community.
6. Follow copyright and fair use laws. Always give people proper credit for their work.
Make sure you have the right to use material with attribution before publishing. It is a good practice
to link to others’ work rather than reproducing it on your site. When in doubt as to the proprietary
nature of material, don’t use it. Recognize the potential professional and legal consequences of any
failure to follow applicable laws governing the use of others’ material.
7. Protect proprietary and client information. Do not discuss or misuse proprietary or
confidential information, and follow all professional and ethical rules governing the disclosure of
such information. When in doubt, leave it out.
8. Avoid politics. Even if political endorsements are not specifically forbidden by NABE
rules and bylaws, political endorsements or advocacy positions should be avoided unless they
reflect official policy. (Consider whether advocacy in this context fits with the goals of your social
media presence, however.)
9. Legal Restrictions. Comply with all legal restrictions and obligations governing
professional conduct, particularly those regulating communication and advertising, when posting
content to any social network, including postings by an entity.
10. Do not violate antitrust laws. Antitrust laws prohibit postings that encourage or
facilitate agreements between NABE members of different organizations concerning the following,
as they pertain to prices, discounts, salaries, cost data, or any other term or condition related to
competition.
11.
Abide by the social network’s rules. By joining a particular social network, you
agree to abide by that community’s terms of use, so review those terms carefully.
12.
Avoid blatant marketing. Blatant marketing or advertising by individuals is
inconsistent with the purposes of general dialogue and information exchange.

Using NABE’s name and/or logo
NABE entities may incorporate NABE’s name and/or logo into their social media identity
with prior approval from NABE’s Board of Directors or designee.
To create consistency and community on the Web, NABE has established standard logo
templates, disclaimers, and naming conventions. The entity must work with its assigned staff
liaison from NABE to coordinate the development of the social network graphic and other site
requirements.
All entities must provide direct links on any social media page back to the “main” NABE
social media page.
Enforcing these guidelines
NABE reserves the right to monitor these sites and will take appropriate action to enforce
these guidelines.

Approved by The National Association of Bar Executives’ Board of Directors:
_________________________________________
President

_________________________
Date

NATIONAL ASSOCIATION OF BAR EXECUTIVES
ANTITRUST COMPLIANCE POLICY AND GUIDELINES
Overview of the Antitrust Laws:
Federal and state antitrust laws prohibit any agreements among competitors that result in a
restraint of trade. Examples of such restraints include price fixing, bid rigging, allocation of
markets or territories, group boycotts, or refusals to deal. An agreement among competitors to
“fix” a price for goods or services or to “carve up” the market is often prosecuted as a criminal
violation with fines of up to $100 million for institutions.
An antitrust “agreement” need not be a formal, written contract. It may be inferred from any
written or oral communication or conduct (e.g., a “knowing wink or nod,” a casual remark, a
quick e-mail note, a list-serve entry, or an “off-the-record” discussion) that leads to or reflects a
mutual understanding by competitors. As a result, antitrust lawyers counsel organizations of
competitors not to discuss the prices they charge for products or services. Similarly, when
competitors have discussions concerning vendors, for example, it may result in the appearance of
an agreement to “refuse to deal” or to “boycott” that vendor.
Consequences of an Antitrust Violation:
The consequences of an antitrust violation can be onerous — serious criminal sanctions,
including fines and imprisonment; private treble damages (a prevailing plaintiff also is entitled to
payment of its reasonable attorneys’ fees and costs); and injunctions that may impede the ability
of members to engage in any joint activities, including dissolution of an association altogether.
Antitrust Compliance Policy and Guidelines:
The National Association of Bar Executives (“NABE”) is subject to state and federal antitrust
laws. Although the members of NABE are often not in direct competition due to geographic
differences, the consequences of an antitrust violation are so severe that it is important to avoid
even the appearance of impropriety. Accordingly, this policy and the accompanying guidelines
are intended to make NABE members aware of the areas that may carry antitrust risk.
NABE shall make a copy of this Antitrust Compliance Policy and Guidelines available to each
member. It is the obligation of each member of, employee of, and/or staff from an outside
organization providing administrative support for NABE to comply with this Policy and
Guidelines. Members who have questions about the application of the antitrust laws to any
NABE activity should seek the advice of legal counsel.
1. Conduct of Meetings
All NABE business meetings will follow a prepared agenda. Minutes will be
prepared after the meeting to provide a concise summary of important matters
discussed and actions taken or conclusions reached. Meetings will not involve any
discussion of competitively sensitive information, as defined in paragraph 2, below.
During any social occasion in connection with a meeting, this Antitrust Compliance
Policy and Guidelines shall apply. Informal or “off the record” discussions of
business topics are not permitted.
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NATIONAL ASSOCIATION OF BAR EXECUTIVES
ANTITRUST COMPLIANCE POLICY AND GUIDELINES
2. Competitively-Sensitive Information
NABE members should refrain from discussing or sharing competitively-sensitive
non-public information such as the following:
(a) prices, discounts or other terms or conditions of sale of products or
services that would not otherwise be publicly available;
(b) future plans or strategies for pricing, including methods, timing, or
amount of price changes;
(c) cost structures, profit margins, or strategic financial plans;
(d) employee salaries or benefits;
(e) whether to boycott or not to do business with certain suppliers,
customers, or competitors;
(f) allocation of territories, customers, members, or services;
(g) bids or intentions to bid;
(h) confidential plans regarding a member’s future product or service
offerings; and
(i) any information a member is contractually or legally precluded from
disclosing.
3. Membership
NABE’s membership will be based upon objective criteria reasonably related to
NABE’s lawful purposes, and membership will not be denied or terminated with the
effect of unreasonably restraining competition.
4. Information Sharing
Members should not share with each other directly, or through NABE, competitivelysensitive non-public information as defined in paragraph 2, above. These topics are
off-limits for any discussion, whether in-person, over the phone, via email, or on the
NABE list serve. Do not post queries or messages on the NABE list serve that are
related to these topics or that may encourage or facilitate an agreement on any of
these topics.
5. Benchmarking
NABE conducts surveys of wages, employee benefits, costs, and other price-related
information, and shall comply fully with Statement 6 of the United States Department
of Justice and Federal Trade Commission Statements of Antitrust Enforcement Policy
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NATIONAL ASSOCIATION OF BAR EXECUTIVES
ANTITRUST COMPLIANCE POLICY AND GUIDELINES
in Health Care. Specifically, NABE will only participate in surveys if: (a) the survey
is managed by a third party, (b) the information in the survey is based on data more
than 3 months old, and (c) there are at least 5 providers reporting data in the survey,
no single provider’s data represents more than 25% of the survey, and the information
disseminated to survey participants is sufficiently aggregated such that no particular
provider’s data can be identified.
6. Independent Decision-Making by Members
Members’ decisions concerning competitive practices must be independent. NABE
will not sponsor, approve, facilitate, or knowingly be part of any agreements, whether
express or implied, that inhibit any member’s ability to make independent
competitive decisions.

Approved by NABE Board of Directors
August 2, 2011
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National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

1
2
3
4
5
6
7
8
9
10
11 100 Membership and Administration
12 Revenue
13
Advertising Revenue
Dividend/Interest Income-Investments
14
Interest Income-Operating Accounts
15

16
17
18
19
20
21
22
23 Expenses
24
25
26
27
28
29
30
31
32
33
34
35
36

Membership Dues
Section Administrative Fee
Webinars
Other Income
Subtotal

(7/1/2015 - 6/30/2016)

2,500
3,800
0
54@ $125; 40@ $200; 30@ $250; 28@
$325; 14@ $400; 10@ $475; 8@ $625;
93,500 16@ $800; 425 @ $80
2400
3800
600
106,600

ABA Division for Bar Svc.

41,200

Accounting/Audit
Awards
Bank & Credit Card Charges

9,000
3,500 includes chairs, board, president, other
10,000

Dues and Subscriptions
Insurance
Legal
Licenses
Photocopying
Postage
Printing

0
2100
1200
200
1400
300

2013-14 Draft NABE Budget 1

I

National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

I

1
2
3
4
5
6
7
8
9
10
37
38
39
40
41
42
43
44
45
46
47
48
49

(7/1/2015 - 6/30/2016)

Staff Overtime
Staff Training
Scholarships
Supplies
Telephone
Travel - Staff
Web Services
Webinars
Other Expenses
Subtotal
Net Income/Loss

1300
600
9800
500
2300
7000
13,000 $11,000 consultant (including ltd travel), $2000 for other services
1200
1500
106,100

500

2013-14 Draft NABE Budget 2

0

National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

I

1
2
3
4
5
6
7
8
9
10
50 150 Board and President
51 Expenses
52
Awards
Board Meeting Expense
53
Photocopying
54
Postage
55
Printing
56
Supplies
57
Telephone
58
Travel - Member
59
Other Expenses
60
61
Subtotal
62
63
Net Income/Loss
64 200 Committees
65 Expenses
66
Committee Meeting Expense
Photocopying
67
Postage
68
Printing
69
Supplies
70
Telephone
71
Travel - Members
72
Travel - Staff
73
Other Expenses
74
75
Subtotal
76
77
Net Income/Loss

(7/1/2015 - 6/30/2016)

0 eliminate line from future budgets
15,000
100
100
100
100
0
21,500
500
37,400
(37,400)

6,000
50
50
200
50
0
11,000
0
17,350
(17,350)

2013-14 Draft NABE Budget 3

included under Mem & Admin

National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

1
2
3
4
5
6
7
8
9
10
78 405 CSE Retreat
79 Revenue
80
Registration Revenue
Sponsorship Revenue
81
82
Subtotal
83
84
85 Expenses
A/V Equipment Rental
86
Event Expense
87
Honoraria
88
Photocopying
89
Postage
90
Printing
91
Supplies
92
Telephone
93
Travel - Members
94
Travel - Speakers
95
Other Expenses
96
97
Subtotal
98
99
Net Income/Loss

(7/1/2015 - 6/30/2016)

13,000 40@ $250; 15@ $300
15,000
28,000

included under event expense
19,000
2000
50
50
100
150

1000
150
22,500

5,500

2013-14 Draft NABE Budget 4
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National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

I

1
2
3
4
5
6
7
8
9
10

(7/1/2015 - 6/30/2016)

116 410 Small Bar Workshop
117 Revenue
118
Registration Revenue
119
Sponsorship Revenue
120
121
122
123 Expenses
124

Subtotal

125
126
127
128
129
130
131
132
133
134
135

Event Expense
Honoraria
Photocopying
Postage
Printing
Supplies
Telephone
Travel - Members
Travel - Speakers
Other Expenses

136
137
138
139

AV Equipment Rental

Subtotal
Net Income/Loss

encourage location where bar or firm
offices available

TBD

6875 40@ $150; 5@ $175
5,725
12,600

included under event expense
at 53 X $150 + 2000 for AV, event
9,950 expense would be $9950
1500
300
300
50

500
12,600

-

0 NABE subsidy

2013-14 Draft NABE Budget 5

this is a registration price increase

National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

I

1
2
3
4
5
6
7
8
9
10
140 Annual Meeting
141 Revenue
142
Registration Revenue
Sponsorship Revenue
143

(7/1/2015 - 6/30/2016)

Chicago 2015
82,500 190 @$410; 10 @ $460;
97,000
11 bd at 1st timers @ $80; 30 guests wed

144
145
146
147
148 Expenses
149
150
151
152
153
154
155
156
157
158
159
160
161
162
163
164
165

Ticketed Events
Other Income
Subtotal
AV Equipment Rental
Awards
Council (Section) Meeting Expense
Honorarium
Event Expense
Tuesday Welcome Reception
First Timers Dinner
Wednesday Breakfast
Wednesday Lunch
Wednesday Night Party
Thursday Breakfast
Thursday Lunch
President's Reception
Coffee Breaks
Amenities
Other
Photocopying

3,830 party @$85; 5 misc lunch tix at $80
post misc tickets to Ticketed Events

keep line for other misc funds

183,330
24,000 increased to include wi-fi fees

8,000
13,600
2400
11,000
17000
25,300
12,600
17,850
5,000
7600
500

170 @ $80
30 @ $80
200 @ 55
200 @ 85

BEER &WINE, ONLY

serve dessert at pm break

220 @ $115

200 @ $63
210 @ $85
190 @ $40 each (3 breaks at $13.33)
keep line for misc events if any

400

2013-14 Draft NABE Budget 6

National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

1
2
3
4
5
6
7
8
9
10
166
167
168
169
170
171
172
173
174
175
176
177
178

(7/1/2015 - 6/30/2016)

Postage
Printing
Staff Overtime
Security
Supplies
Telephone
Travel - Speakers
Travel-Member
Travel - Staff
Other Expenses
Subtotal
Net Income/Loss

500
1300
1200
500
200
4000
2500
3500 CDS expense
158,950

24,380

2013-14 Draft NABE Budget 7

I

National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

I

1
2
3
4
5
6
7
8
9
10
179 600 Mid Year Meeting
180 Revenue
181
Registration Revenue
Sponsorship
182

(7/1/2015 - 6/30/2016)

San Diego 2016
80,450 185 @ $410, 10 @ $460
90,000
11 board at 1st timers @ $75; 15 guests wed

183
184
185

Ticketed Events
Other Income

186
187
188 Expenses
189
190
191
192
193
194
195
196
197
198
199
200
201
202
203
204
205

Subtotal

AV Equipment Rental
Awards
Honorarium
Event Expense
Tuesday Welcome Reception
First Timers Dinner
Wednesday Breakfast
Wednesday Lunch
Wednesday Night Party
Thursday Breakfast
Thursday Lunch
Coffee Breaks
Amenities
Other
Photocopying

2475 party @ $85; 5 lunch tickets at $75
0 post misc tickets to Ticketed Events

keep line for other misc funds

172,925

24,000 increased to include wi-fi fees
7,000

11,375
2250
10,000
14,000
21,000
11,800
15,750

175 @ $65
BEER WINE ONLY
30 @ $75
200 @ $50
200 @ $70
serve dessert at pm break
210 @ $100 (10% of reg will not attend)
200 @ $59
210 @ $75

6840 190 @ $36.00 each (3 breaks at $12)
500
100

2013-14 Draft NABE Budget 8

National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

1
2
3
4
5
6
7
8
9
10
206
207
208
209
210
211
212

(7/1/2015 - 6/30/2016)

Postage
Printing
Security
Supplies
Staff Overtime
Telephone

300
800
1000
500
1200

2013-14 Draft NABE Budget 9

I

National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

I

1
2
3
4
5
6
7
8
9
10
213
214
215
216
217
218
219
220
221
222
223
224
225
226
227
228
229
230
231
232
233
234
235
236
237
238
239

(7/1/2015 - 6/30/2016)

Travel - Speakers
Travel - Staff
Other Expenses

4000
4500
3,500 CDS

Subtotal
Net Income/Loss

140,415

32,510
Total Revenue
Total Expenses

503,455
495,315

0
0

8,140

0

Excess (Deficiency) of Operating
Revenue over Operating Expenses
Undesignated

2013-14 Draft NABE Budget 10

National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

1
2
3
4
5
6
7
8
9
10
240
241

(7/1/2015 - 6/30/2016)

2013-14 Draft NABE Budget 11
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National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

1
2
3
4
5
6
7
8
9
10
242
243
244
245
246
247
248
249
250
251
252
253
254
255
256
257
258
259
260
261
262
263
264
265
266
267
268
269

(7/1/2015 - 6/30/2016)

2013-14 Draft NABE Budget 12
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National Association of Bar Executives
2015-16 Budget Draft
A

B

C

D

E

F

G

H

2015-16 Budget

NOTES

1
2
3
4
5
6
7
8
9
10
270
271
272
273
274
275
276
277
278
279
280
281

(7/1/2015 - 6/30/2016)

2013-14 Draft NABE Budget 13
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Appendix G1

NATIONAL ASSOCIATION OF BAR EXECUTIVES
INVESTMENT POLICY
(Updated 12/08/15)

Policy: This statement of Investment Policy has been adopted by the Board of Directors
of the National Association of Bar Executives (“NABE”) to provide guidelines for
investment of funds held by NABE.
Investment Objectives
The investment objectives of this policy are preservation of capital, maintenance of
liquidity, and optimizing the investment return within the constraints of the policy.
The return objectives should primarily be short term to meet the current investment
objectives of NABE. Long-term investments may be considered at a maximum not to
exceed half (50%) of the portfolio to achieve overall asset growth.
Understanding the roles that various investments play in the overall mix:
•

The principal purpose of fixed income investments is to provide a dependable and
predictable source of income.

•

Equity investments provide both current income and growth of income, but their
principal purpose is to provide appreciation of the portfolio.

•

Cash equivalent-short term investments provide current income, but their
principal purpose is to store purchasing power to fund longer term investments.

Allowable Investments
•

Cash Equivalent Investments-Negotiable certificates of deposit and accounts in
FDIC and FSLIC banks not to exceed insurance ceilings (currently $100,000 per
account). CD programs which spread liability up to FDIC limits within a single
bank holding company are permissible.

•

Fixed Income Investments-Bonds, treasury bills, interest-bearing notes, or other
obligations of the United States, or those for which the faith and credit of the
United States are pledged for the payment of principal and interest.

•

Equity Investments-Equity Mutual Funds which mirror the national equity
indices, such as S & P 500.

Investment Policy
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To pursue the foregoing investment objectives at an acceptable risk level, the
investment allocation shall be within the following ranges:

Investments Class
Equities
Fixed Income Securities
Cash Equivalents

Minimum
0
50%
0

Maximum
25%
100%
25%

External Investment Management
The NABE Investment Committee will recommend to the Board of Directors competent
external professional investment managers to invest the portfolio. The Board may make
investment manager changes from time to time as it deems in the best interest of the
NABE investments.
Subject always to this policy statement, the Board of Directors grant full discretion of
investment to the external investment manager within the above stated asset mix ranges
and investment restrictions as regards the selection of securities and the timing of
transactions.
NABE Investment Committee
The NABE Investment Committee will be a Board Committee. The Committee will be
comprised of five members of the Board, as follows; President-elect, Vice President,
Treasurer, one second year director, and one first year director. (After the first year of the
policy the first year director will serve a second year as a second year director, and the
President will appoint a first year director as a new committee member.) The Vice
President will chair the committee, and the Treasurer will serve as the vice chair of the
committee.
The performance of NABE’s portfolio and the investment manager with regards to this
policy statement will be monitored by the NABE Investment Committee on a quarterly
basis, by:
•
•
•
•

Reviewing the investments and net cash flow of the Foundation’s portfolio;
Discussing the current economic outlook and investment plans;
Reviewing the current investment mix for compliance with this policy statement;
Reviewing shortcomings of the policy that emerge in its practical operation or
significant modifications that are recommended to the NABE Investment
Committee by the investment manager.

The NABE Investment Committee will report to the Board of Directors at each of its
regularly scheduled meetings. The committee will review this policy annually.
Investment Policy
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National Association of Bar Executives
Board of Directors
Minutes - Reserve Policy Amended
February 5, 2013

Reserve Policy
Purpose: A reserve shall be established and maintained to cover expenses associated with an
unforeseen or catastrophic event affecting the operations of NABE.
•

The reserve amount shall be equal to 40% of the estimated annual operating budget of
NABE. The annual operating budget is defined as the annual general operating and
administrative expense budget and the gross expense budgets of the annual and mid-year
conferences.

•

The reserve shall be fully invested in cash equivalents and/or investments maintained by
NABE.

•

The reserve amount shall be reviewed at least annually by the NABE Investment
Committee and any recommendations made to the Board of Directors.

•

The DBS staff shall report at each Board of Directors meeting the amount of funds in the
reserve and the compliance with the policy.

•

Any expenditure of funds from the reserve must be approved by two-thirds vote of the
Board of Directors
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AUDIT COMMITTEE POLICIES
(Last Revised December 8, 2015)
(effective July 1, 2016)

1. Purpose
NABE’s Audit Committee is in place to ensure an independent audit is conducted
each year by a qualified, independent auditor (“auditor”). Appointed by the Board
of Directors, this committee (1) assists the Board in soliciting and vetting auditor
candidtes; (2) oversees and assists with the audit process, as needed; (3) reviews
and vets the draft audited financials and other findings from the auditor and (4)
develops policies and procedures as needed to address complaints or other
allegations.
2. Committee Membership

The Audit Committee is comprised of at least five members: three of the five
members serve as members of the NABE Board of Directors; one of the five
members should be appointed from the leadership of the Administration and
Finance Section; the other remaining members must all be NABE members.

Based on best practices, the Treasurer, President-elect, and the President will not be
appointed to the Audit Committee. Preference in selection of other members will
be given to members who have had experience involving the review or use of
audited financial statements.
Members of the Audit Committee are appointed each year by the Board and may
service multiple one year terms. At least one member should serve multiple terms
to ensure continuity.
3. Meetings

The Audit Committee will meet as often as needed, but at least once each fiscal year
to review the audited financials presented by the auditor. The number of meetings
will depend on the scope of Audit Committee business for the year including
whether a new auditor must be selected and/or any items from the audit need to be
addressed.
4. Selection and Retention of the Auditor

The Audit Committee will recommend to the Board who should be retained as
auditor or whether the existing auditor should be replaced. Factors to consider
during the selection process include 1) the auditor and audit firm’s qualifications
and experience working with not for profit entities; 2) their internal quality-control
procedures, (3) any material issues raised by the most recent internal qualitycontrol review, or peer review, of the firm; 4) whether the firm has been the subject
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of any inquiry or investigation by governmental or professional authorities within
the preceding five years respecting one or more independent audits carried out by
the firm, (5) any disclosed relationships between the auditor and NABE.
On an annual basis, the Committee should also discuss whether the lead (or
coordinating) audit partner having primary responsibility for the audit should
continue to serve in such lead capacity if they have done so for more than five
consecutive years.

The Audit Committee will recommend to the Board their selection of auditor. Once
approved, the retention and engagement of the auditor resides with the Board. The
Board will further ensure that funding to conduct an annual audit is available.
5.

Audit Oversight

The Audit Committee will review and discuss with NABE’s internal staff
management (“management”) and the auditor the following:
(a) The draft annual audited financial statements;

(b) Any significant financial reporting issues and judgments made in connection
with the preparation of the audited financial statements, including any significant
changes in NABE’s selection or application of accounting principles;

(c) All alternative treatments of financial information within generally accepted
accounting principles that have been discussed with management, ramifications of
the use of such alternative disclosures and treatments, and the treatment preferred
by the independent auditor;

(d) Any material written communications between the independent auditor and
management, such as any management letter or schedule of unadjusted differences;
(e) The effect of regulatory and accounting initiatives as well as off-balance sheet
structures on NABE’s financial statements;

(f) Any major financial risk exposures and the steps NABE staff management has
taken or the auditor recommends to monitor and control such exposures;

(g) All the matters required to be discussed by Statement on Auditing Standards No.
61 relating to the conduct of the audit, including any difficulties encountered in the
course of the audit work, any restrictions on the scope of activities or access to
requsted information, and any significant disagreements with management; and

(h) Any fraud or other reports received involving NABE’s internal staff management
or other persons who have a significant role in the preparation of NABE’s financial
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statements and these matters should be discussed directly with the President and
President Elect.

The Audit Committee may also be tasked to address any issues that arise during the
field work stage of the audit.
After receiving and vetting all information presented from the auditor and
exhausting any questions the Committee may have, the Audit Committee should
recommend to the Board whether the draft financial statements and other
recomemndations be accepted.
6. Other Financial Oversight Responsibilities

In addition to overseeing the annual Audit, the Audit Committee is charged with:

(a) Establishing procedures for the receipt, retention and treatment of complaints
received by NABE regarding accounting, or auditing matters, and the confidential,
anonymous submission by employees or NABE members of concerns regarding
questionable accounting or auditing matters in accordance with NABE’s
Whistleblower policy.

(2) Reporting any complaints concerning fraud to the Chair of the Audit Committee
and the President.
(3) Discussing with NABE’s internal staff management and the auditor any
correspondence with regulators or governmental agencies and any published or
other reports which raise material issues regarding NABE’s financial statements or
accounting policies;
(4) Discussing with President legal matters that may have a material impact on the
financial statements.
(5) Other issues if assigned.

NABE Administration & Finance Section
Proposed 2015-2016 Budget
Actual Results through 3/31/15 and Forecast through 5/12/15

Actual
2013-2014

Approved
Budget
2014-2015
17,200 B

3/31/15
Actual
9 months
2014-2015

5/12/15
2014-2015
Year-End
Forecast

5/12/15
Proposed
Budget
2015-2016

25,904

25,904

14,807

4,400
2,160
6,560

4,400
2,160
6,560

4,400
0
4,400

Beginning Fund Balance

24,394

Revenue:
Member Dues
Workshop Registration
Total Revenue:

4,240
0
4,240

Expenses:
A&F Workshop NABE Midyear (including speaker travel)
Scholarships
Sponsorships
Miscellaneous
Administrative fee ( ABA Bar Services)
Total Expense:

0
0
2,000
0
730
2,730

12,000
3,000 A
0
0
750
15,750

10,994
442
0
72
755
12,263

12,088
2,442
2,250
122
755
17,657

Net of Revenue and Expense:

1,510

(8,750)

(5,703)

(11,097)

4,000
3,000
7,000

C

0
1,000 D
1,750 E
0
755
3,505
895

Ending Fund Balance

$25,904

$8,450

$20,201

$14,807

$15,702

Less: Maximum Fund Balance per NABE ByLaws (see below)

$17,200

$16,013

16,093

16,093

16,920

($7,563) B

$4,108

($1,286)

($1,218)

Amount to spend on other activities or remit to NABE

$8,704 B

A) $2,000 to NABE for 2014 Annual Meeting/2015 Midyear Meeting scholarships and $1,000 for 2015 A&F scholarships
B) The fund balance was not reduced in 2013-14 to allow the section to use the funds for the A&F workshop in 2014-15. No further
reduction is anticipated in 2014-15 or in FY 2015-16.
C) March 2015 NABE webinar sponsorship for $1,500 and June 2015 Small bar Conference sponsorship for $750
D) NABE Meeting scholarship
E) 2015-16 Small Bar Conference sponsorship for $750 and NABE programming sponsorship for $1,000
By Law Reserve Calculation - 4 times the average of the previous 3 years of dues:
11-12 dues 12-13 dues 13-14 dues 3 year ave 4x3 yr ave
3,780
4,050
4,240
4,023
16,093

for 2014-15

12-13 dues 13-14 dues 14-15 dues 3 year ave 4x3 yr ave
4,050
4,240
4,400
4,230
16,920

for 2015-16

National Association of Bar Executives
Communications Section Budget (Proposed)
2015-16

Revenue
Membership Dues
Registration Revenue
Sponsorship Revenue
Ticketed Events
Other Income
Subtotal
Expenses
Administrative Fee
Audio Visual Expenses
Awards
Council (Section) Meeting Expense
Honoraria
Photocopying
Postage
Printing
Scholalrships
Supplies
Telephone
Travel - Members
Travel - Staff
Travel - Speakers
Workshop Expense
Other Expense
Subtotal
Net

$
9,100
27,500
20,000
300
0
56,900

1,300
750
2,500
3,000
9,000
0
400
200
1,500
100
750
2,250
1,200
1,350
47,850
250
72,400
(15,500)

Notes
Projected membershp of 260 at due of $35 per member.
Lower registration fees will be offset by spend-down of reserves. Reg fee at $275 per person budgeted.

Projected membership of 260 at a $5 fee per member.

Detailed budget proposal for Orlando, Florida, Sept. 30-Oct. 2, 2015 attached.

Spend-down of excess reserves.

*Per the allocation of expenses reported in the Comm Section P&L Statement, projected expenses for speaker travel, honoraria and rooming for concil chair and workshop
organizers included in the attached workshop budget have been accounted for in this budget. The Workshop Expsnse line item has been reduced accordingly.

Updated 3/19/2015

NABE Communications Section Workshop
Orlando, FL
Sept 30 ‐ Oct. 2, 2015
BUDGET
INCOME
EXPENSES
NET INCOME

2015 Actual
2015 Budget
‐
$
47,850.00 $
‐
$
47,850.00 $
$
‐
$
‐
2015 Actual

$
$
$
$
$

2015 Budget
27,500.00
20,000.00
350.00
‐
47,850.00

EXPENSES: Food & Beverage
Tues. NABE COMM Council Mtg. | 9/29/15
Wed. Half‐Day Break Station | 9/30/15
Wed. Welcome Reception | 9/30/15
Thursday Reception | 10/1/15
Thurs. Breakfast | 10/1/15
Thurs. All‐Day Break Station | 10/1/15
Thurs. Buffet Luncheon | 10/1/15
Fri. Breakfast | 10/2/15
Fri. Half‐Day Break Station | 10/2/15
Fri. Luminary Awards Luncheon | 10/2/15
TOTAL EXPENSES

$
$
$
$
$
$
$
$
$
$
$

2015 Budget
350.00
750.00
5,700.00
8,500.00
3,700.00
1,500.00
5,400.00
3,000.00
750.00
6,000.00
35,650.00

EXPENSES: AV
Audio & Visual (Wi‐Fi)
TOTAL EXPENSES

$
$

2015 Budget
2015 Actual
‐
8,000.00 $
‐
8,000.00 $

INCOME
Registrants
Sponsorships
Ticketed Revenue
Hotel Commission
TOTAL INCOME

$
$
$
$
$

‐
‐
‐
‐
‐
2015 Actual

$
$
$
$
$
$
$
$
$
$
$

‐
‐
‐
‐
‐
‐
‐
‐
‐
‐
‐

100 persons at $275 (section underwriting $2,500 of fees
to spend down the section reserves)

EXPENSES: Speaker Honoraria & Travel Costs
Speaker #1
Speaker #2
Speaker #3
Speaker #4
TOTAL EXPENSES
EXPENSES: Awards, Gifts & Other Misc.
Luminary Awards
Speaker Gifts ($20/35 speakers)
Attendee Gifts (registration packets)
Signage
3 Room Nights for Section Chair
Program Printing & Postage
Miscellaneous Transportation
TOTAL EXPENSES

$
$
$
$
$

$
$
$
$
$
$
$

2015 Budget
7,000.00
2,000.00
‐
‐
‐
2015 Budget
‐
700.00
1,500.00
200.00
$0.00
2,000.00
‐
4,400.00

2015 Actual
$
$
$
$
$

‐
‐
‐
‐
‐

*Speaker honoria being underwritten by the

‐
‐
‐
‐
$0.00
‐
‐
‐

*Luminary Awards paid out of Section Budget

to spend down the reserves

2015 Actual
$
$
$
$
$
$
$

*Chair/Staff/Planner Travel paid out of Section Budget

NABE Governmental Relations Section Proposed 2015-16 Budget
Income
Dues
Workshop
Registration
Total Income

$3,200 80 members X $40
$11,625 30 X $350, 3 X $375
$14,825

Expense
Workshop
Service fee
Council Meeting
Misc (award,
postage & office
supplies unrelated
to workshop)

Net Income

$13,285
$400
$250

$400
$14,335
$490

General Expense Reimbursement Policy
National Association of Bar Executives
(Amended - May 13, 2011, Effective – August 1, 2011)

General Policy Statement
Since its inception, the National Association of Bar Executives (NABE) has been
dependent upon the voluntary contribution of time and talent from its members. It is
NABE’s policy to reimburse out-of-pocket expenses volunteers incur while conducting
the formal affairs of the association. Through this policy, the NABE Board of Directors
strives to facilitate volunteerism by a diverse group of association staff while exercising
fiscal constraint with its members' funds.

Scope
This policy applies to all volunteers engaged in authorized NABE work,
including, but not limited to: the President, President-elect, Board of Directors, Program
Committee members, members of other committees, section officers and other section
members conducting section business, task force members, and invited guests. This
policy also covers the reimbursements of ABA staff working on behalf of NABE as well
as speakers for annual and midyear meetings, Chief Staff Executives Retreat, and Small
Bar Conference. Section workshop speakers may be reimbursed according to section
policies as long as they adhere to the spirit of the NABE reimbursement policy noted
herein. Only the Treasurer, President, or appropriate entity chair is authorized to make
exceptions to the following policy/guidelines and such exceptions should be made before
expenses are incurred.

Liability
The financial liability of NABE to any section is limited to the funds
allocated to these entities in the current approved budget of NABE or in the designated
reserves of the section. The financial liability of NABE to any committee or task force is
limited to funds allocated to those entities in the current approved budget of NABE. If
any section, committee or task force (or any of its members or speakers authorized by
same for reimbursement) incurs a liability that is in excess of the amounts allowed by this
policy, such liability may be the personal obligation of the individual responsible for
incurring or authorizing the liability.

Travel / Transportation Expenses
Reimbursement will be made for all reasonably necessary travel.
A. Private Auto: Reimbursement will be made at the rate set by the U.S. Internal
Revenue Service, plus tolls and parking. Any substantial deviation from a distance
shown in a standard mileage guide or website must be fully explained.
1. In the event that a private auto is used in lieu of commercial air transportation,
General Reimbursement Policy

the lesser of coach/economy class airfare plus estimated ground transportation or auto
mileage plus tolls and parking will be reimbursed. No reimbursement will be made for
lodging en route.
2. Damage to personal autos while being used on NABE business is not covered
because a portion of the mileage reimbursement is intended to defray the
insurance cost to the individual. Fines for traffic violations are not reimbursable.
B. Airfare: Reimbursement will be made at coach/economy class airfare for all
individuals to be reimbursed by NABE. All individuals are asked to seek the lowest
possible fares through use of advance booking. Individuals will not receive cash
reimbursements for the use of mileage awards, but may, with advance approval, be
reimbursed for airline credits from previously cancelled flights provided expense is
verifiable and the total cost of the credit, new ticket fee, and change fee does not exceed
the price of a brand new ticket.
C. Other: Reimbursement for any other method of travel will be reimbursed only in
an amount that would have been payable had the most economical method of
travel been used.
D. Rental Cars: Rental cars may be used only when necessary and economically
practical compared to other modes of local transportation or if local transportation
is nonexistent. Rental charges should be net of any discounts and will be limited
to the rental cost of compact or standard size cars. NABE will not reimburse the cost of
rental damage waivers or other forms of insurance. Where feasible, volunteers attending
the same meeting should coordinate travel where rental cars are deemed the most
practical form of transportation in order to reduce the expense to NABE.
E. Lodging
The start and end times of meetings shall be planned to incur the fewest feasible number
of room nights per individual to be reimbursed. In general, hotel accommodations may
be reimbursed for the night before a meeting if said meeting begins before 12:00 p.m.
local time. In general, hotel accommodations may be reimbursed for the night after a
meeting concludes if said meeting adjourns after 3:00 p.m. local time. Individuals
traveling on NABE business for whom transportation options make adherence to the
above parameters infeasible should provide verifying itineraries to staff before solidifying
transportation arrangements. Only room and tax expense can be charged to the NABE
Master Account (if one has been established). Incidentals such as entertainment, personal
phone calls, internet connections, etc., are not reimbursable. Business center expenses
may be reimbursed provided they are directly attributable to NABE business, but should
be kept to a minimum.
In some cases, an overnight hotel stay on a Saturday with departure on a Sunday is less
costly than the Saturday airfare. In these cases, volunteers are encouraged to select the
less costly option and to present verifying estimates to staff before solidifying
transportation arrangements.
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Staff will present all aberrant requests for lodging reimbursement to the chair of the
committee, task force or section involved for approval, or to the Treasurer if the request
has been submitted by a board member or committee, section or task force chair. If the
request is from the Treasurer, staff will consult with the President for approval. In cases
where a staff member is requesting an approval for an aberrant lodging request, staff
member shall seek approval from the Treasurer before confirming arrangements. If the
Treasurer is unavailable, then staff shall seek approval from the President.
F. Meals
Where meals are not provided, reasonable meal expenses will be reimbursed, including
gratuity. Members, staff, speakers, and others to be reimbursed by NABE are limited to:
breakfast, $18; lunch, $25; dinner, $50. These meal limits are inclusive of tips and tax.
Individuals will be expected to cover the additional cost of any meal that exceeds these
limits. Restaurant receipts are required to be filed with the reimbursement request.
G. Other Travel Expenses
Reimbursement will be made for checked baggage for up to two pieces of luggage at
standard weight.
H. Program Committee Expenses
Due to the nature of the work of the Program Committee, it is necessary to provide some
specific guidelines covering the travel expenses of its members. Generally, the Program
Committee is the only NABE entity beyond the Board that requires members to attend
meetings where travel and lodging expenses are likely to be incurred. To limit expenses
associated with Program Committee meetings, three of the four face-to-face meetings of
the committee shall be held at standing meetings for which NABE members do not
generally receive reimbursement as it is assumed they will already plan to attend: NABE
annual meeting, NABE midyear meeting, and following the ABA Bar Leadership
Institute. The fourth meeting shall be held in the fall, generally in September, at a time
selected by the committee chair in consultation with DBS staff and the NABE presidentelect.
a. Annual and Midyear Meetings
Members of the Program Committee generally will not be reimbursed for
expenses incurred for attending meetings conducted in conjunction with NABE
annual and midyear meetings. Effective at the 2012 Midyear Meeting, meetings
of the Program Committee at annual and midyear meetings will be scheduled to
fall on the Thursday afternoon following the conclusion of NABE programming.
This meeting will be used principally as a debriefing session and, while members
are encouraged to attend, their presence may be excused either to accommodate
their post-meeting departure schedule or to accommodate an individual who will
not be attending the annual and/or midyear meetings.
b. ABA Bar Leadership Institute
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The Program Committee meeting held in conjunction with the ABA Bar
Leadership Bar Institute (BLI) will be scheduled for the Saturday morning
following the conclusion of the BLI on Friday afternoon. Members registered for
the BLI will be reimbursed for one night of lodging in accordance with Section E
of this General Expense Reimbursement Policy and any meals or incidental
expenses beyond what they would have incurred had they departed on Friday after
the conclusion of the BLI. Members not registered for the BLI will be reimbursed
for transportation expenses, one night of lodging, and meals and incidentals in
accordance with Section E of this General Expense Reimbursement Policy.
Departures from the policy must be approved in advance by the Program
Committee chair and must be for good cause as previously outlined.
c. Fall Meeting
The Fall meeting of the Program Committee will generally begin with a late
afternoon session, followed by dinner, a meeting the subsequent morning
continuing through mid-afternoon, concluding before 3:00 p.m. In accordance
with Section E of this General Expense Reimbursement Policy, members will be
reimbursed for transportation, one night of lodging, meals and incidentals.
Departures from the policy must be approved in advance by the Program
Committee chair and must be for good cause as previously outlined.
I. Expenses of Spouses / Guests
Unless specifically authorized in advance by the Board of Directors, no reimbursement
of expenses incurred by spouses or guests will be allowed. However, a double
accommodation that does not exceed the cost of a single accommodation will be
reimbursed.
Office Expenses
Volunteers are encouraged to use services available through the NABE office. However,
volunteers may occasionally use the resources of their own offices to conduct NABE
business. Where practical, volunteers are expected to absorb, without reimbursement,
minor expenditures. However, to the extent that cost records are available to document
specific out-of-pocket expenses, such as long distance calls, conference calls, copies, and
postage, reimbursement may be made. No reimbursement will be made for office
services not detailed by this policy (for example, voice mail charges, telephone
connections, wireless roaming or over limit charges, etc.) No reimbursement will be
made for personnel costs or professional services without specific advance authorization.

Speakers/Program Participants
NABE members who serve as speakers are not typically reimbursed for travel expenses
nor are their registration fees waived. NABE members do not receive honorariums. In
instances where a member’s participation as a speaker is the only reason the individual is
attending a program, travel expense reimbursement and selected meal tickets in line with
his/her role as a speaker may be approved by the NABE Program Chair or the chairs of
section workshops, CSE Retreat, or Small Bar Conference.
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Outside speakers will generally be required to adhere to the General Expense
Reimbursement Policy, however there may be times when negotiations necessitate
exceptions. Program producers must make policy known to outside speakers and, prior
to confirming the speaker, communicate to the Program Committee chair, through DBS
staff, any exceptions requested. See also Section VIII C. Program Speakers.
Gifts/Awards
Recognizing that it is an appropriate use of NABE funds to purchase awards and
modest gifts in appreciation for volunteer service, reimbursement will be made for the
purchase of reasonable plaques or similar items recognizing an individual's extraordinary
volunteer service to NABE and/or its component parts. Any gifts of merchandise
for such purposes shall be modest and reasonable. Reasonable expenses incurred for
gestures of condolence or congratulation sent on behalf of the Board with the approval of
the Treasurer or President or on behalf of a section with the approval of the section chair
will be reimbursed.
Miscellaneous
Reimbursement for reasonable and necessary expenses not otherwise described by this
policy may be allowed when fully documented and explained. The President or the
Treasurer have the authority to approve any such reimbursement not
specifically addressed in this policy, but deemed necessary in the conduct of NABE
business or caused by extenuating circumstances. Entity chairs are encouraged to consult
with the Treasurer or, if he/she is unavailable, the President, in instances where questions
regarding approval remain after careful review of an expense request referred to the
entity chair by staff.

Reimbursement Procedures
A. All requests for reimbursement shall be made in writing (preferably on a NABE
expense voucher form) and shall be signed and dated by the person seeking
reimbursement. Receipts should be attached for all expenditures, but any
individual expense in excess of $25, except mileage, must be accompanied by a
receipt or adequate documentation. Expenditures in excess of $25 lacking a
receipt will not be paid without adequate explanation.
B. Straightforward expenses will be approved by the Associate Director and are subject
to review by the Treasurer upon request. Aberrant expense reports will be referred to the
Treasurer or the appropriate committee, section or task force chair.
C. Expense reports should be submitted within 60 days of incurring the expense. It
is critical to receive all reports from a fiscal year (June 1 – May 31) within 30 days of the
close of the fiscal year.
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D. The Treasurer is authorized to reject or modify payment to comply with these policies
and guidelines. Appeal of the Treasurer’s decision shall be made to the President who
may present the appeal to the Board of Directors, if appropriate.

General Reimbursement Policy

NABE 2015-16 Committee & Section Leadership with Board Liaisons
COMMITTEES
Audit
James Horsch, Chair
Director of Finance &
Administration
State Bar of Michigan
306 Townsend
Lansing, MI 48933
517/346-6324
jhorsch@mail.michbar.org
Steve Laine, Vice Chair
Chief Financial Officer
State Bar of Georgia
104 Marietta St NW, Suite 100
Atlanta, GA 30303
404/527-8748
stevel@gabar.org
Karen Hutchins, Board Liaison
Executive Director
Arkansas Bar Association
2224 Cottondale Lane
Little Rock, AR 72202
501/375-4606
khutchins@arkbar.com
Bylaws
Victoria Schatz, Chair
Executive Director
Kansas City Metropolitan Bar
Association
2300 Main, Ste. 100
Kansas City, MO 64108
816/474-4322
vschatz@kcmba.org
Dana Collier Smith, Vice Chair
Assistant Executive Director
Colorado Bar Association
1900 Grant Street, 9th Flr.
Denver, CO 80203
303/824-5318
dcolliersmith@cobar.org
Loretta Larsen, Board Liaison
Executive Director
Louisiana State Bar Association
601 St. Charles Avenue
New Orleans, LA 70130
504/619-0113
loretta@lsba.org

Chief Staff Executive
Jill Snitcher-McQuain, Chair
Executive Director
Columbus Bar Association
175 S. 3rd Street, Suite 1100
Columbus, OH 43215
614/221-4112
jill@cbalaw.org

Elections
Thomas A. Pyrz, Chair
Executive Director
Indiana State Bar Association
One Indiana Square, Ste. 530
Indianapolis, IN 46204
317/639-5465
tpyrz@inbar.org

David Watson, Vice Chair
Executive Director
New York State Bar Association
One Elk Street
Albany, NY 12207
515/487-5555
dwatson@nysba.org

Guy Walden, Vice Chair
Executive Director
Multnomah Bar Association
620 SW 5th Avenue, Ste. 1220
Portland, OR 97211
503/222-3275
guy@mbabar.org

Marc R. Staenberg, Board Liaison
Chief Executive Officer
Beverly Hills Bar Association &
Foundation
nd
9420 Wilshire Blvd, 2 Floor
Beverly Hills, CA 90212
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Appendix K
SECTION ON ADMINISTRATION AND FINANCE
BYLAWS
National Association of Bar Executives
Article I: Name
This Section shall be known as the Section on Administration and Finance.
Article II: Purposes
The purpose of this section shall be:
a.

To foster professionalism among NABE members who are responsible and/or
directly involved in the administration and finance of their respective bar
associations.

b.

To establish a forum in NABE for the exchange of information related to the
administrative and financial functions of bar associations.

c.

To provide educational programming to bar staff to enhance and improve the
quality of the work product in the areas of administration and finance.

d.

To recognize the importance of sound administrative and financial procedures
and practices as an integral part of bar association strength.

e.

To foster relations of collegiality among administrative and financial
professionals and create the flow of pertinent professional information
between members.
Article III: Membership

Membership in the Section shall be open to any member of the National Association of
Bar Executives, and whose responsibilities or interest include administrative or financial
functions. Membership shall be for a period of one year, June 1 – May 31.
Article IV: Officers
A.

Elected Officers.
The officers of the Section shall consist of a chairperson, a vice-chairperson, a
secretary and a treasurer.

B.

Qualifications and Terms of Office
All officers must be members of the Section. The term of office shall be one
year for the chairperson, the vice-chairperson, the secretary and the treasurer.
Officers are not restricted to serving a single term but may not serve more
than two (2) consecutive terms in any one office. The term of each officer
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shall begin at the close of the Section’s Annual Meeting held during the
NABE Annual Meeting following his or her election, and continuing until a
successor is elected or qualified.
C.

Vacancies During Term of Office
If the office of the Section chairperson becomes vacant, the vice-chairperson
shall immediately succeed to the office of chairperson for the remaining term.
If any other Section offices or Council seats become vacant, the Council may,
at its discretion, appoint another Section member to that office for the
remaining term.
Article V: Duties of Officers

A.

Chairperson
The chairperson shall preside at all meetings of the Section and shall perform
all duties pertaining to that office.

B.

Vice-Chairperson
The vice-chairperson shall assist the chairperson in performing the functions
of that office when requested to do so.

C.

Secretary
The secretary shall keep minutes of the Section, record all other pertinent
matters and perform such other duties as the chairperson of the Council shall
direct.

D.

Treasurer
The treasurer shall keep a record of the financial standing of the Section,
collect and disburse funds, make a financial report at each meeting of the
Section to the chairperson and/or thee membership and to the NABE
Executive Committee and perform such other duties as the chairperson or the
Council shall direct.
Article VI: Council

The Council of the Section shall consist of the chairperson, the vice-chairperson, the
secretary and the treasurer, together with five (5) at-large Council members elected by the
Section. The at-large Council shall act as representatives of the membership and shall
perform such duties as the chairperson of the Council shall direct. Council members shall
serve terms of two years and the terms shall be staggered so that the terms of not more
than three (3) members expire in a year. The Council shall have general supervision and
control of the affairs of the Section subject to the bylaws of the NABE and the Section.
Article VII: Committees
A.

Committee on Administration
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A Committee on Administration shall consist of at least six (6) members,
approximately one-third of whom shall be appointed annually by the Chair to
serve for a term of three years or until a successor is appointed. It shall be the
duty of this committee to study, develop and make recommendations to the
Section Council for improving the professional competence of NABE
members with administrative responsibility and to perform such other
functions as may be assigned by the Section Council.
B.

Committee on Financial Affairs
A Committee on Financial Affairs shall consist of at least six (6) members
approximately one-third of whom shall be appointed annually by the Chair to
serve for a term of three years or until a successor is appointed. It shall be the
duty of this committee to study, develop and make recommendations to the
Section Council for improving the professional competence of NABE
members with financial responsibility and to perform such other functions as
may be assigned by the Section Council.

C.

Committee on Program
A Committee on Program shall consist of at least six (6) members
approximately one-third of whom shall be appointed annually by the Chair to
serve for a term of three years or until a successor is appointed. It shall be the
duty of this committee to recommend to the Section Council the location for
educational meetings of the Section and to recommend plans and
arrangements for educational (soliciting programmatic material and
suggestions from the Committee on Administration and the Committee on
Financial Affairs), social and to the aspects of such meetings, including
attendance fees or charges.
Article VIII: Nomination and Election of Officers

A.

Nominating Committee
Prior to the Annual Meeting of the Section, the chairperson shall appoint a
Nominating Committee of five (5) members. The immediate past chairperson
of the Section shall chair this committee. At least 120 days before the Annual
Meeting, the Nominating Committee shall issue a general “call for
nominations” to all members of the Section soliciting names of proposed
nominees. Members of the Nominating Committee shall not be eligible for
nomination as officers or Council members. The Nominating Committee shall
prepare a report containing its nominations for one candidate for each of the
offices of chairperson, vice-chairperson, secretary, treasurer and members of
the Council whose term(s) will expire. This report shall be mailed to each
member of the Section, or published in the NABE Newsletter no later than
ninety (90) days prior to the Annual Meeting.

B.

Additional Nominations
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Additional nominations for any office to be filled by election at the Annual
Meeting may be made by submitting to the chairperson of the Nominating
Committee, no later than sixty (60) days prior to the Annual Meeting, or by an
alternate deadline selected by the Section Council, a written line petition
signed by at least five (5) members of the Section representing five (5) or
more employers. Such petition shall state the name of the candidate and the
position for which he or she is to be nominated. Nomination of candidates
from the floor at the Annual Meeting shall not be permitted.
C.

Elections Committee
In the event of a contested election, the Section chairperson shall appoint an
Elections Committee consisting of three (3) members of the Section,
designating one of these members as chairperson of the committee.

D.

Ballots and Voting in Contested Elections
In the event of a contested election, the Elections Committee shall, not later
than thirty (30) days prior to the Annual Meeting, or by an alternate deadline
selected by the Section Council, prepare written ballots, as determined by the
Section Election Procedures, and mail them to all Section members
determined to be in good standing on the date of mailing. Completed ballots
shall be returned by mail to the chairperson of the Elections Committee by a
date selected by the Section Council. Ballots not returned by the designated
date shall not be counted. In the event that a candidate files a petition to run
for one of the Council seats, the names of all candidates slated by the
Nominating Committee, as well as the name(s) of any petition candidate(s)
and such other information shall be directed by the Section election
procedures or the Section Council, shall be placed on the ballot. The
appropriate number of candidates receiving the highest number of votes shall
be declared elected to the Council for a two-year term commencing at the
close of the Annual Meeting.

E.

Elections
(1) Contested Elections. The Elections Committee shall count and tabulate all
ballots delivered by the designated date; determined all challenges and
questions arising in connection with the right to vote; and perform other
acts to assure a fair election. No ballots shall be opened before the end of
the balloting period. The result of the voting shall be announced as soon as
possible at the Annual Meeting. The candidate receiving the plurality of
the votes cast for each position shall be declared elected to such position
to serve a one-year term, or until the next Annual Meeting except that atlarge Council members shall be declared elected to such position to serve
a two-year term. The newly-elected officers shall take office at the close
of the last business session of the Annual Meeting. In the event of a tie
vote, those present at the Annual Meeting shall vote to break the tie.
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(2) Uncontested Elections. Unopposed candidates shall be elected by motion
at the Annual Meeting to serve a one-year term, or until the next Annual
Meeting. Unopposed at-large Council members shall be elected by motion
at the Annual Meeting to serve a two-year term.

Article IX: Meetings
The Sections Annual and Midyear Meetings shall be held concurrent with the Annual and
Midyear Meetings of the National Association of Bar Executives. Regional meetings,
seminars and Council meetings may be held during the interim at such times and places
designated by the chairperson.
Article X: Quorum
At regular meetings of the Sections, the presence of ten (10) members shall constitute a
quorum for the transaction of any business in this Section.
Article XI: Dues and Voting Privileges
The dues of this Section shall be set by the Section Council, and approved by the NABE
Executive Committee. Due shall be payable on or before June 1. Each paid up member
present at a general membership meeting of the Section is entitled to one vote.
Article XII: Amendments
A.

B.

C.

Vote.
These Bylaws shall be amended if two-thirds (2/3) of the members qualified
to vote who are present at any regular or special meeting, approve such
amendment(s), provided a quorum is present.
Notice.
Copies of the proposed amendment(s) shall be forwarded to every eligible
voting member of the Section no later than twenty (20) days prior to such a
meeting.
Approval.
No amendment shall be effective until subsequently approved by the
Executive Committee of the National Association of Bar Executives. The
Section shall present its proposed amendments to the Executive Committee of
the National Association of Bar Executives no later than twenty (20) days
prior to the next scheduled meeting of the committee.
Article XIII: Effective Date of Bylaws

These Bylaws shall become effective upon their approval by the Executive Committee of
the National Association of Bar Executives.
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Article XIV: State of Policy
All actions of the Section on Administration and Finance are subject to the review and
approval of the Executive Committee of the National Association of Bar Executives.

Article XV: Dissolution
If there shall be a dissolution of any Section, any funds in the treasury of the Section shall
be transferred to the general funds of the National Association of Bar Executives.
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SECTION ON COMMUNICATIONS
National Association of Bar Executives
(As amended 9/12/07)
Article I: Name
This Section shall be known as the Section on Communications of the National
Association of Bar Executives.
Article II: Purposes
The purpose of this section shall be:
a. To establish a forum to provide continuing programs of education and
information to employees for bar public relations professionals and other bar
association or organization staff members responsible for communications,
marketing, bar publications editors and public relations counsel.
b. To focus attention on, and emphasize the need for, more and better
communications between the bar and its various publics.
c. To serve as a clearinghouse and information exchange among all bar public
relations practitioners and other bar association or organization staff members
responsible for communications.
d. To encourage state and local bar associations and related organizations to employ
professional communicators, and to view communications as part of the
management function of the association.
e. To actively solicit and encourage the involvement of all bar association
communications and marketing professionals in the work of the Section, and to
both reflect and strengthen the diversity, commitment and vitality of the
profession.
Article III: Membership
Membership in the Section shall be open to any member of the National Association
of Bar Executives and whose responsibilities or interest include bar communications
or marketing. Membership shall be for a period of one year, June 1 – May 31.
Article IV: Officers
A. Elected Officers.
The officers of the Section shall consist of a chair, a chair-elect, a secretary, a
treasurer, an immediate past chair, and six (6) Council members.
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B.. Qualifications and Terms of Office
All officers must be members of the Section. The individual elected as chair-elect
shall serve a three-year term with the first year as chair-elect, the second year as
chair, and the third year as immediate past chair. The term of office shall be one
year for the chair, chair-elect, the secretary and the treasurer. Council members
shall serve terms of two years, and the terms shall be staggered so that the terms
of not more than three members expire in any year. No officer shall hold the
same office for more than two consecutive terms. At no time shall any two
officers represent the same bar association. The term of each officer shall begin
at the close of the Section’s Annual Meeting following his or her election, and
continuing until a successor is elected or qualified.
C. Executive Council
The Executive Council of the Section shall consist of the chair, the chair-elect, the
immediate past chair, the secretary, and the treasurer, together with six (6)
Council members. The Executive Council shall have general supervision and
control of the affairs of the Section subject to the bylaws of the Section and the
NABE.
D. Vacancies During Term of Office
If the office of the Section chair becomes vacant, the chair-elect shall immediately
become acting chair for the remainder of the unexpired term, at which time he or
she shall assume the position of chair to which he or she was originally entitled. If
any other Section offices or Council seats become vacant, the Executive Council
may, at its discretion, appoint another Section member to that office for the
remaining term.
Article V: Duties of Officers
A. Chair
The chair shall preside at all meetings of the Section and shall perform all duties
pertaining to that office for the year in which he or she serves. At the conclusion
of that year, he or she shall succeed to the position of immediate past chair where
he or she shall serve for one additional year.
B. Chair-elect
The chair-elect shall assist the chair in performing the functions of that office
when requested to do so and shall succeed the chair at the conclusion of his or her
term.
C. Secretary
The secretary shall keep minutes of the Section, record all other pertinent matters
and perform such other duties as the chair of the Section shall direct.
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D. Treasurer
The treasurer shall keep a record of the financial standing of the Section, collect
and disburse funds, make a financial report at each meeting of the Section to the
chair and to the NABE Executive Committee and perform such other duties as the
chair or the Section shall direct. In consultation with the chair, the treasurer shall
prepare a proposed budget for the Section for the following year.
E. Council Members
The Council members shall act as representatives of the membership and shall
perform such duties as the chair of the Section shall direct.
Article VI: Committees
A. Standing Committees
The Executive Council may create standing committees; appointments to such
committees shall be made by the chair of the Section. Terms of members shall be
one year, with members eligible to serve consecutive terms.
B. Special Committees
The chair of the Section may create special committees and appoint all the
members thereof. Special committees and terms of their members terminate at
the end of the Section chair’s term. The succeeding Section chair may continue
any special committee, and appoint or reappoint the members thereof.
Article VII: Nomination and Election of Officers
A.

Nominating Committee
The chair shall appoint a Nominating Committee of five (5) members. The
immediate past chair of the Section shall chair this committee unless that person
has left the section in which case the current section chair shall serve. At least 90
days before the Annual Meeting, the Nominating Committee shall issue a general
call for nominations to all members of the Section soliciting names of proposed
nominees. At least 60 days prior to the Annual Meeting, the Nominating
Committee shall publish and distribute a list of nominations of at least one
candidate for each of the officers of chair-elect, secretary, treasurer and members
of the Council along with information on election rules.

B.

Additional Nominations
Additional nominations for any office may be made by submitting to the chair of
the Nominating Committee, no later than 45 days prior to the Annual Meeting (or
by an alternate deadline selected by the Council) a written petition signed by at
least five (5) members of the Section representing five (5) or more employers.
Such petition shall state the name of the candidate and the position for which he
or she is being nominated.
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C.

Uncontested Elections
In the case of any office for which there is only one candidate after the deadline
for additional nominations, the candidate shall be deemed elected.

D.

Contested Elections
1. Elections Committee
In the event of a contested election, the Section chair shall appoint an Elections
Committee consisting of three (3) members of the Section, designating one of
these members as chair of the committee. The Council shall also establish the
deadline for balloting in the contested election.
2. Election Process
In the event of a contested election, the Elections Committee shall, not later than
30 days prior to the Annual Meeting (or by an alternate deadline if so designated
by the Executive Council) implement either electronic or paper-based balloting,
which shall be made available to all Section members determined to be in good
standing on the date of distribution. Ballots not cast electronically, or paper
ballots not returned by the designated deadline shall not be counted. The Elections
Committee shall determine all challenges and questions arising in connection with
the right to vote, and shall direct the process to assure fairness. Appropriately
completed ballots shall be tallied by the chair of the Elections Committee.
3. Certifying Winners
The Elections Committee shall certify results of all ballots received by the
deadline in a report to the Council as soon as feasible following the close of
balloting. Unless there is a tie vote, the candidate with the most votes, whether
majority or plurality, shall be deemed elected. The chair of the Section shall
inform candidates of election results as early as possible after the Council receives
the report of the Election Committee, and shall publish the results of the election
to the membership directly following the Annual Meeting.
In the event of a tie vote in the membership ballot, those present at the Annual
Meeting shall vote to break the tie, electing the new office holder. If no tiebreaking vote is required, the membership at the Annual Meeting shall, by
accepting the reports of the Nominations and Election Committees, certify the
election results.

E.

Terms of Office Begin
Newly elected officers shall take office at the close of the last business session of
the Annual Meeting.

Section on Communications Bylaws

Page 4

Appendix K

Article VIII: Meetings
A. Section Meetings.
The Section’s Annual and Midyear Meetings shall be held concurrent with the
Annual and Midyear Meetings of the NABE. The Section may also hold a
business meeting at the Annual Workshop or any other Section-sponsored
conference or program.
B. Executive Council Meetings.
Executive Council meetings may be held at any time designated by the Section
Chair.
Article IX: Quorum
At regular meetings of the Section, the presence of fifteen (15) members shall
constitute a quorum for the transaction of any business in this Section. At Executive
Council meetings, the presence of six (6) members shall constitute a quorum for the
transaction of any business.
ARTICLE X: Dues and Voting Privileges
The dues of this Section shall be set by the Executive Council, and approved by the
NABE Board of Directors. Dues shall be payable on or before June 1. Each member
in good standing present at a general membership meeting of the Section is entitled to
one vote.
ARTICLE XI: Amendments
A. Proposed Amendments
Amendments to these bylaws may be submitted by:
1. A written petition, submitted to the Section’s Executive Council, signed by
any five (5) or more Section members in good standing. To be considered,
such signatures must be validated by the Section Secretary, or
2. A written petition submitted to the Section’s Executive Council by the
Section’s Bylaws Committee, or
3. A resolution submitted by the Section’s Executive Council.
B. Adoption of Amendments
The Section’s Executive Council shall review all bylaw amendments and submit
them to the membership for consideration. These bylaws may be amended at any
regular or special meeting of the section by two-thirds (2/3) vote of the members
present; provided that at least 20 days’ notice of the proposed amendment shall be
given by the Secretary to each member, fully setting forth the proposed
amendment.
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ARTICLE XII: Effective Date of Bylaws
These bylaws and any amendments shall become effective on their approval by the
Board of Directors of NABE.

Section on Communications Bylaws

Page 6

Appendix K

SECTION ON GOVERNMENTAL RELATIONS
BYLAWS
National Association of Bar Executives
(Amended August 1, 2006)
Article I: Name
This Section shall be known as the Section on Governmental Relations of the National
Association of Bar Executives.
Article II: Purposes
The purpose of this Section shall be:
a. To establish a forum to provide education and information to employees of
bar associations and their officers in regard to the formation, implementation
and improvement of legislative affairs programs.
b. To coordinate with the ABA Governmental Relations Office in establishing a
network for action on key issues affecting the legal profession at the national
level.
c. To meet at least annually with the ABA Governmental Relations Office to
decide developing legislation of concern to the legal profession.
d. To coordinate an effort among the state governmental relations programs to
exchange information and techniques for action on key issues affecting the
legal profession at the state level.
e. To operate as an exchange medium and clearinghouse for current legislative
trends affecting lawyers at the state level.
Article III: Membership
Membership in the Section shall be open to any member of the National Association of
Bar Executives, and whose responsibilities include state or governmental relations.
Article IV: Officers
A. Elected Officers.
The officers of the Section shall consist of a Chair, a vice-Chair, a secretary
and a treasurer.
B. Vacancies During Term of Office
If the office of the Section Chair becomes vacant, the vice-Chair
shall immediately succeed to the office of Chair for the remaining term.
If any other Section offices or Council seats become vacant, the Council may,
at its discretion, appoint another Section member to that office for the
remaining term.
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Article V: Duties of Officers
A. Chair
The Chair shall preside at all meetings of the Section and shall perform all duties
pertaining to that office.
B. Vice-Chair
The vice-Chair shall assist the Chair in performing the functions of that office when
requested to do so.
C. Secretary
The secretary shall keep minutes of the Section, record all other pertinent matters and
perform such other duties as the Chair of the Council shall direct.
D. Treasurer
The treasurer shall keep a record of the financial standing of the Section, collect and
disburse funds, make a financial report at each meeting of the Section to the Chair and/or
the membership and to the NABE Board of Directors and perform such other duties as
the Chair or the Council shall direct.
Article VI: Council
The Council of the Section shall consist of the Chair, the immediate past Chair, the viceChair, the secretary and the treasurer, together with three other members elected by the
Section. The Council shall have general supervision and control of the affairs of the
Section subject to the bylaws of the NABE and the Section.
A. The Section Council may create standing committees consisting of five (5)
members. Terms of members shall be three years, except that of those first appointed,
two shall have two-year terms and two shall have one-year terms. Initial appointments
shall be made by the Section Chair with the approval of the Council. Thereafter the
Section Chair acting alone may appoint successor members or members to fill vacancies
for unexpired terms.
B. The Chair of the Section may create special committees of any size and appoint all the
members thereof. Special committees and terms of their members terminate at the end of
the Section Chair’s term. The succeeding Section Chair may continue any special
committee, and appoint or reappoint the members thereof.
Article VII: Nomination and Election of Officers
A. Nominating Committee
Prior to the Annual State Legislative Workshop of the Section, the Chair shall appoint a
Nominating Committee of three (3) members. The immediate past Chair of the Section
shall chair this committee. The Nominating Committee shall prepare a report containing
its nominations for the offices of Chair, vice-Chair, secretary, treasurer and three

Section on Governmental Relations Bylaws

Page 2

Appendix K

members of the Council. This report shall be transmitted to each member of the Section
no later than seventy-five (75) days prior to the Annual State Legislative Workshop.
B. Additional Nominations
Additional nominations for any office to be filled by election at the Annual
State Legislative Workshop may be made by submitting to the Chair of the Nominating
Committee, no later than sixty (60) days prior to the Annual State Legislative Workshop,
or by an alternate deadline selected by the Section Council, a written line petition signed
by at least two (2) members of the Section. Such petition shall state the name of the
candidate and the position for which he or she is to be nominated. Nomination of
candidates from the floor at the Annual State Legislative Workshop shall not be
permitted.
C. Ballots and Voting in Contested Elections
In the event of a contested election, the Section Secretary shall, on or before thirty (30)
days prior to the Annual State Legislative Workshop, or an alternate date selected by the
Section Council, prepare ballots to be transmitted to all Section members. Such ballots
shall contain the names of all candidates for each position, together with any other
information the Section Council may direct. Completed ballots shall be transmitted back
to the Chair or the Secretary no later than ten (10) days prior to the Annual State
Legislative Workshop, or an alternate date selected by the Section Council. Ballots not
returned by the date may be transmitted to the Secretary at the first business session of
the Annual State Legislative Workshop. After such time, no ballot shall be accepted or
counted.
D. Election
(1) Contested Election. The Secretary shall count and tabulate all ballots delivered prior
to the Annual State Legislative Workshop, and shall count and tabulate all ballots
delivered at the Annual State Legislative Workshop; determined all challenges and
questions arising in connection with the right to vote; and perform other acts to assure a
fair election. The result of the voting shall be announced as soon as possible at
the Annual State Legislative Workshop, but in no event shall the results of the ballots
delivered prior to the Annual State Legislative Workshop be disclosed, announced or
publicized before the balloting at the Annual State Legislative Workshop. The
candidate receiving the plurality of the votes cast for each position shall be declared
elected to such position to serve a term commencing upon the first business session of the
next Annual Meeting and concluding immediately prior to the first business session of
the second Annual Meeting thereafter. In the event of a tie vote, those present at the
Annual State Legislative Workshop shall vote to break the tie.
(2) Uncontested Elections. Unopposed candidates shall be elected by motion at the
Annual State Legislative Workshop to serve a term commencing upon the first business
session of the next Annual Meeting and concluding immediately prior to the first
business session of the second Annual Meeting thereafter.
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Article VIII: Meetings
The Section’s Annual and Midyear Meetings shall be held concurrent with the Annual
and Midyear Meetings of the National Association of Bar Executives. Regional meetings,
seminars and Council meetings may be held during the interim at such times and places
designated by the Chair.
Article IX: Quorum
At regular meetings of the Section, the presence of ten (10) members shall constitute a
quorum for the transaction of any business in this Section.
Article X: Dues and Voting Privileges
The dues of this Section shall be $40 per member per year payable on or before June 1.
Any member of this Section whose annual dues shall be more than six (6) months past
due shall cease to be a member of this Section. Each paid up member present at a general
membership meeting of the Section is entitled to one vote.
Article XI: Amendments
These bylaws may be amended by a majority vote of the membership present at a general
membership meeting. Copies of the proposed amendment(s) shall be forwarded to every
eligible voting member of the Section no later than twenty (20) days prior to such a
meeting. No amendment shall be effective until subsequently approved by the Board of
Directors of the National Association of Bar Executives. The Section shall present its
proposed amendments to the Board of Directors of the National Association of Bar
Executives no later than twenty (20) days prior to the next scheduled meeting of the
board.
Article XII: Effective Date of Bylaws
These Bylaws shall become effective upon their approval by the Board of Directors of
the National Association of Bar Executives.
Article XIII: Dissolution
If there shall be a dissolution of any Section, any funds in the treasury of the Section shall
be transferred to the general funds of the National Association of Bar Executives.
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NABE 2015-16 Administration & Finance Section Executive Council*

Officers
Lorrie Trogden, Chair
Arkansas Bar Association
2224 Cottondale Lane
Little Rock, AR 72202
(501) 375-4606
Fax: (501) 375-4901
Email: ltrogden@arkbar.com
Angela Weston, Chair Elect
Maine State Bar Association
124 State Street
P.O. Box 788
Augusta, ME 04332
(207) 622-7523
Fax: (207) 623-0083
Email: aweston@mainebar.org
Rick Bannister, Secretary
Ohio State Bar Association
1700 Lake Shore Drive
Columbus, OH 43204
(614) 487-4404
Fax: (614) 487-1008
Email: rbannister@ohiobar.org
Ann K. Gregorie, Treasurer
Baton Rouge Bar Association
544 Main Street (70802)
P.O. Box 2241
Baton Rouge, LA 70821
(225) 214-5563
Fax: (225) 344-4805
Email: ann@brba.org
Council Members
Trudy C. Levindofske (2016)
Orange County Bar Association
P.O. Box 6130
Newport Beach, CA 92658
(949) 440-6700
Fax: (949) 440-6710
Email: tlevindofske@ocbar.org

Whitney D. G. von Haam (2016)
Wake County Bar Association
P.O. Box 3686
8000 Weston Parkway, Suite 330
Cary, NC 27519-3686
(919) 657-1572
Fax: (919) 657-1564
Email: whitney@wakecountybar.org
Dennis J. Archer (2017)
Illinois State Bar Association
424 S. Second Street
Springfield, IL 62701
(217) 747-1450
Email: darcher@isba.org
John Dor (2017)
Arkansas Bar Association
2224 Cottondale Lane
Little Rock, AR 72202
(501) 375-4606
Fax: (501) 375-4901
Email: jdor@arkbar.com
Steven E. Laine (2017)
State Bar of Georgia
104 Marietta Street NW, Suite 100
Atlanta, GA 30303
(404) 527-8748
Fax: (404) 287-5227
Email: SteveL@gabar.org
James Horsch, Immediate Past Chair
State Bar of Michigan
306 Townsend Street
Lansing, MI 48933
(517) 346-6324
Fax: (517) 372-2410
Email: jhorsch@mail.michbar.org

NABE 2015-16 Communications Section Executive Council

Officers
Russell Rawlings, Chair
North Carolina Bar Association
P.O. Box 3688
Cary, NC 27519
(919) 657-1558
Fax: (919) 677-0761
Email: rrawlings@ncbar.org
Leanna Dickstein, Chair-Elect
The State Bar of California
th
1149 South Hill Street, 7 Floor
Los Angeles, CA 90015-2299
(213) 765-1329
Fax: (213) 765-1705
Email: Leanna.dickstein@calbar.ca.gov
Heather Folker, Treasurer
Colorado Bar Association
1900 Grant Street, 9th Floor
Denver, CO 80203
(303) 824-5350
Fax: (303) 894-0821
Email: hfolker@cobar.org
Tim Eigo, Secretary
State Bar of Arizona
4201 N. 24th Street, Suite 200
Phoenix, AZ 85016-6288
(602) 340-7310
Fax: (602) 271-4930
Email: tim.eigo@staff.azbar.org
Council Members
Dominick Alcid (2016)
The District of Columbia Bar
1101 K Street, NW
Suite 200
Washington, DC 20005
(202) 737-4700
Fax: (877) 508-2606
Email: dalcid@dcbar.org
Alexa Giacomini (2016)
Illinois State Bar Association
424 S. Second Street
Springfield, IL 62701
(217) 525-1760
Fax: (217) 525-0712
Email: agiacomini@isba.org

Carissa Long (2016)
Indiana State Bar Association
One Indiana Square, Suite 530
Indianapolis, IN 46204
(800) 266-2581
Email: clong@inbar.org
Danielle Boveland (2017)
Louisiana State Bar Association
601 St. Charles Avenue
New Orleans, LA 70130
(504) 619-0147
Fax: (504) 566-0930
Email: danielle.boveland@lsba.org
Sarah Coole (2017)
State Bar of Georgia
104 Marietta St. NW, Suite 100
Atlanta, GA 30303
(404) 527-8791
Fax: 404-527-8749
Email: sarahc@gabar.org
Sayre Happich (2017)
Bar Association of San Francisco
301 Battery Street, Third Floor
San Francisco, CA 94111
(415) 782-8911
Fax: (415) 477-2388
Email: shappich@sfbar.org
Barry Kolar, Immediate Past Chair
Tennessee Bar Association
221 Fourth Avenue, North
Nashville, TN 37205
(615) 277-3213
Fax: (615) 297-8058
Email: bkolar@tnbar.org

Appendix L3
NABE 2015-16 Governmental Relations Section Executive Council
Officers
Cale Battles, Chair
State Bar of Wisconsin
5302 Eastpark Blvd.
P.O. Box 7158
Madison, WI 53718
(608) 250-6077
Email: cbattles@wisbar.org
Shawn Holahan, Chair-Elect
Louisiana State Bar Association
601 St. Charles Avenue
New Orleans, LA 70130
(504) 619-0153
Fax: (504) 566-0930
Email: Shawn.holahan@lsba.org
Doug Struyk, Secretary
The Iowa State Bar Association
303 Locust Street, Suite 400
Des Moines, IA 50309
(515) 282-6803
Email: struyk@carneylawfirmiowa.com
Todd Book, Treasurer
Ohio State Bar Association
1700 Lake Shore Drive
Columbus, OH 43204
(614) 487-4414
Email: tbook@ohiobar.org
Council Members
Eric Wilson (2016)
The Missouri Bar
326 Monroe Street, PO Box 119 (65102)
Jefferson City, MO 65101
(573) 638-2240
Email: ewilson@mobar.org
Amy Zubko (2017)
Oregon State Bar
16037 SW Upper Boones Ferry Rd.
Tigard, OR 97224
(503) 431-6317
Email: azubko@osbar.org
Jeremy Schupbach (2018)
Colorado Bar Association
1900 Grant Street, Suite 900
Denver, CO 80203
(303) 824-5309
Email: jschupbach@cobar.org

Kenneth Goldsmith, Ex Officio
American Bar Association
1050 Connecticut Avenue, NW, 4th Floor
Washington, DC 20036
(202) 662-1789
Email: kenneth.goldsmith@americanbar.org
Joseph Molina, Immediate Past Chair
Kansas Bar Association
1200 SW Harrison Street
Topeka, KS 66601-1037
(785) 234-5696
Fax: (785) 234-3813
Email: jmolina@ksbar.org

2015-16 NABE Activities Calendar*
(for Policy and Procedures Manual)

July 1, 2015

New Fiscal Year Begins; Officers, Board Members, Committees Terms Begin

July 7, 2015

NABE Board Conference Call

July 15, 2015

Membership Reminder Postcard Mailed

July 28, 2015

NABE Board Meeting, Chicago, IL

July 28-30, 2015

NABE Annual Meeting, Chicago, IL

July 31, 2015

NCBP Joint Meeting

August 14, 2015

NABE Entity Reports Due

August 15, 2015

Membership Reminder emailed

August 24-28, 2015

NABE Audit Field Work

September 1, 2015

NABE Board Conference Call

September 7, 2015

NABE News Distributed

September 11-12, 2015

NABE Program Committee Meeting, Chicago, IL (PE attends)

September 15, 2015

Membership Reminder Postcard Mailed

Sept 30-Oct 2, 2015

NABE Communications Workshop, Orlando, FL

October 1, 2015

Final Membership Reminder emailed

October 13, 2015

NABE Board Conference Call

October 15, 2015

Members Dropped for Nonrenewal

October 16, 2015

NABE Entity Reports Due

October 19, 2015

NABE News Distributed

November 5-7, 2015

Board Meeting, Tampa/St. Pete, FL

November 11-13, 2015

NABE GR Workshop, Portland, OR

December ?, 2015

Early Registration Closes for 2016 Midyear Meeting

December 7, 2015

NABE News Distributed

January 15, 2016

NABE Entity Reports Due

January 25, 2016

NABE News Distributed

January 29, 2016

Election Petition Process Opens, Nominations Open for NABE Awards

February 2, 2016

NABE Board Meeting, San Diego, CA

February 2-4, 2016

NABE Midyear Meeting, San Diego, CA

February 5, 2016

NCBP Joint Meeting

March ?, 2016

2016 Annual Meeting Registration Opens

March 15, 2016

Election Petitions Due

March 15-16, 2016

CSE Retreat, Chicago, IL

*Scholarship application dates to be determined

March 16, 2016

Planning Meeting for P, PE, and VP with DBS staff

March 16-18, 2016

BLI, Chicago, IL

March 19, 2016

Program Committee Meeting, Chicago, IL

March 25, 2016

Membership Contact info to Candidates

March 28, 2016

NABE News Distributed

April 1, 2016

Last Day for Candidates to submit materials for web posting

April 1, 2016

Last Day to Join NABE to vote in elections

April 1, 2016

Small Bar Conf Registration Opens

April 4, 2016

Late Joiner Contact info to Candidates, Candidates Listed on Web Site

April 15, 2016

Deadline for Election Ballots to Be Made Available to Membership

April 15, 2016

Deadline for Receipt of Nominations for Bolton, Lexis/Nexis Community &
Educational Outreach, and Peer Excellence Awards

April 15, 2016

2015-16 Committee Preference Forms Due

April 22, 2016

NABE Entity Reports, Section Budgets Due

April 29, 2016

Committee Appointment Review Materials Due to PE and VP from Staff

May 2, 2016

Deadline for Casting Ballots (11:59 p.m. eastern)

May 2-May 13, 2016

PE, VP, Staff Meeting regarding appointments scheduled during this period

May 4, 2016

Election Results Announced

May 5, 2016

Call for Board Appointment Applications for Vacant Seats If Necessary

May 14-16, 2016

Board Meeting (location to be confirmed)

May 16, 2016

Committee and Vice Chair Appointments Finalized by PE and VP

May 23, 2016

NABE News Distributed

June 1, 2016

PE establishes dates for 2016-17 monthly conference calls

June 23-25, 2016

Small Bar Conference (location to be confirmed)

June 28, 2016

NABE News Distributed

July 1, 2016

New Fiscal Year Begins; Officers, Board Members, Committees Terms Begin

August 2, 2016

NABE Board Meeting, San Francisco, CA

August 2-4, 2016

NABE Annual Meeting in San Francisco, CA

August 5, 2016

NCBP Joint Meeting

ABA Division for Bar Services Staff
(last update: June 30, 2015)
Roseanne Lucianek, Director
(312) 988-5344
roseanne.lucianek@americanbar.org
Manages DBS, which provides
outreach and services to bar
associations throughout the country
and to the groups that support the
work of bar leaders. Serves as liaison
to the ABA Standing Committee on
Bar Activities and Services, National
Conference of Bar Foundations, and
National Caucus of State Bar
Associations.
Pamela E. Robinson, Deputy
Director
(312) 988-5345
pamela.robinson@americanbar.org
Oversees the support provided by
DBS to the NCBP, NABE, and NCBF;
serves as primary staff liaison for
NABE and NCBP governing bodies
and for several committees of these
groups. Serves as primary
conference manager for the division
and affiliates.
Karyn Linn, Director, Outreach and
Education
(312) 988-5350
karyn.linn@americanbar.org
Conducts on-site visits with bar
associations and serves as an
information resource on
administrative, managerial and
substantive issues of interest to bar
leaders. Facilitates meetings
and planning sessions. Plans and
coordinates the annual ABA Bar
Leadership Institute.
Jennifer Lewin, Director,
Knowledge Management and
Governance
(312) 988-5361
Jennifer.lewin@americanbar.org
Administers and markets DBS
Consultative Services Program,
facilitates planning and board
development sessions and
Operational Surveys. Oversees
marketing of DBS services and
products

Molly Kilmer Flood, Senior
Specialist, Education and Research
(312) 988-5362
molly.flood@americanbar.org
Manages the DBS Clearinghouse
containing information on managerial,
administrative and substantive issues
of interest to bar associations and
foundations. Also manages the DBS
website.
Joanne O’Reilly, Staff Director,
Publications and Marketing
(312) 988-5348
joanne.oreilly@americanbar.org
Develops DBS publications such as
the Membership Administration and
Finance Survey. Administers “Bar
School, the Division’s distance
learning program. Consults on survey
development and implementation for
bar associations and other clients.
Rebecca Green, Committee
Specialist
(312) 988-5364
Rebecca.green@americanbar.org
Serves as primary liaison to the
Program, Membership, and other
committees of NABE. Also is the
liaison to the NCBP Membership and
Communications committees and
manages the NCBP website.
Teresa Peavy, Program Specialist
(312) 988-5347
Teresa.peavy@americanbar.org
Provides staff support to selected
committees of the NCBP, in particular
the Program and Sponsorship
committees. Manages the
Metropolitan Bar Caucus as well as
the annual/midyear meeting printed
program production process
Tondanisha Tomlinson, Finance
and Business Administrator
(312) 988-5360
tondanisha.tomlinson@americanbar.o
rg
Manages the financial and
administrative needs of the Division,
NABE, NCBP, and NCBF and is the
liaison to the NABE Scholarship
Committee and co-liaison to Budget
and Audit committees.

Michael Ward, Specialist,
Technology, Publishing and
Membership
(312) 988-5356
michael.ward@americanbar.org
Produces and edits DBS publications,
including The Bridge and the
Customized Bar Activities Inventory.
Coordinates the DBS Job
Announcement Service as well as
DBS website content.
Magdalena Bieniek, Program
Assistant
(312) 988-5349
magdalena.bieniek@americanbar.org
Acts as head registrar for the Bar
Leadership Institute and provides
administrative support for DBS field
service, consulting and clearinghouse
functions.
Steve Jones, Program Assistant (NCBP
Member Services Coordinator)
(312) 988-5353
steven.jones@americanbar.org
Provides staff support to NCBP and
MBC, including dues processing,
meeting registration and logistics,
database management and
administrative assistance to NCBP
committees.
Justina Lin, Program Assistant
(312) 988-5998
justina.lin@americanbar.org
Provides administrative support for the
NCBF, including dues processing,
meeting registration and logistics, and
membership records management.
Manages directory of bar
associations.
Nora Warens, Program Assistant
(NABE Member Services
Coordinator)
(312) 988-6008
nora.warens@americanbar.org
Provides staff support to NABE,
including dues processing, meeting
registration, database management
web maintenance, and administrative
assistance to NABE entities. Serves
as liaison to Sponsorship Committee
and manages the NABE website.

Connect with your NABE Colleagues
Good advice and good friends are just a keystroke away when you join a NABE electronic
discussion group. To join, contact Nora Warens at 312-988-6008 or
nora.warens@americanbar.org

NABE-ADFIN
This list was created to facilitate communication among the NABE Administration and Finance
Section membership. The Listserv™ provides invaluable information on the issues relating to the
administration and financial management of bar associations. To subscribe, you must be a
member of NABE and the Administration and Finance Section
NABECOMM
This list provides for lively discussion among communications professionals in bar associations. All
list participants must be NABE members and belong to the Communications Section.
NABECSE
This list is open to all members of NABE who are the chief staff executives of their bar
associations. It is intended to facilitate discussion of administrative, managerial and substantive
issues relevant to chief staff executives of state and local bar associations.
NABE-FORUM
The Bar Members Services Forum created this network to share information and advice about
programs and benefits within their bar associations. Forum membership is open to all NABE
members.
NABEGR
This discussion group focuses on issues relevant to staff who work with the legislative affairs
programs in their bar associations. All list participants must be NABE members and belong to the
Governmental Relations Section.
NABEIT
This electronic discussion group connects information technology professionals in state, local and
specialty bar associations. Participants are members of NABE. Former members of the now
defunct IT section and any NABE members with an interest in IT issues may join this discussion
group.
NABEMEETINGSFORUM
The Meetings/Seminars & Events Forum communicates on this Listserv™. Meeting planners and
executives who have planning responsibilities share tips of the trade. The forum is open to all
NABE members.
NABELIAISONS
Discussion list for the State Local Specialty Bar Liaisons Forum. It focuses on issues relevant to
state bar staff who perform outreach to local and specialty bars. Open to all NABE members.

NABEMEMBERS
All NABE members are automatically entered onto this Listserv™. It is used to send association
information directly to members. It is not open for message posting.
NABE_SECTIONS-CMTES
The Sections and Committees Forum communicates on this Listserv™. It serves as a coordinating
point for bar association staff who support the work of committees and sections of their bar. The
forum is open to all NABE members.
NABESMALLBAR
This Listserv™ was created for executive directors and staff of small bar associations. Discussions
focus on identifying issues and answers for bars that work with scaled-down resources.
Participants must be NABE members.
NABEYLL
Bar staff who work as liaisons to young lawyer divisions share success stories and words to the
wise in this discussion group. Forum membership is open to all NABE members.
NABE-AEDGROUP
Open to all NABE members who are assistant, associate or deputy executive directors.
Quick Tips:
1. Members may post messages on a NABE Listserv™ using this address:
Name of Listserv™ @mail.americanbar.org
Example: NABECOMM@mail.americanbar.org

2. Members may unsubscribe from a Listserv™ using this address:
Name of Listserv™-unsubscribe-request@mail.americanbar.org
Example: NABEMEMBERS – unsubscribe-request@mail.americanbar.org

NABE Award Recipients
(as of 06/30/15)
NABE Bolton Award for Professional Excellence
1978 Wade F. Baker, Missouri
1979 Marshall Cassedy, Florida*
1980 Lois M. McIlroy, Oklahoma
1981 Reginald T. Hamner, Alabama
1982 Joseph B. Miller, Ohio*
1983 John H. Dickason, Illinois
1984 Edward P. Smith, Rhode Island
1985 E.A. “Wally” Richter, Missouri
1986 Peter P. Roper, Pennsylvania
1987 Alexander Lagusch, Ohio
1988 Jack Lyle, Indiana*
1989 Katherine S. Bifaro, New York
1990 JoAnna Moreland, Texas
1991 Marcia Poell Holston, Kansas
1992 Tom Brady, Ohio
1993 Edward M. Bonney, Maine
1994 Bobbie Lou Nailling-Files, Missouri*
1995 Theodore Stellwag, Pennsylvania*
1996 Paul V. Carlin, Maryland
1997 William J. Carroll, New York
1998 Diane O’Steen, Georgia
1999 Kenneth Klein, Missouri*
2000 Elizabeth C. Price, Pennsylvania*
2001 Beth Keigher, New York
2002 Charles Turner, Colorado
2003 Robert Craghead, Illinois
2004 Keith Birkes, Missouri
2005 Sandra Cousins, Oklahoma
2006 Denny L. Ramey, Ohio
2007 Thomas Edmonds, Virginia
2008 Thomas Pyrz, Indiana
2009 Robert S. Wells, South Carolina
2010 Allan Head, North Carolina
2011 Larry Houchins, Mississippi
2012 Jack D. Lockridge, Virginia
2013 William Weisenberg, Ohio
2014 Evelyn Albert, Pennsylvania
2015 Roseanne Lucianek, Illinois

NABE President’s Award
2001 John C. Norwine, Cincinnati Bar Assn
2002 Rodney Wegener, Oregon State Bar
2003 ABA Division for Bar Services Staff
2004 Susan Jacobs, Indiana State Bar
2004 Helen McDonald, Rhode Island Bar Assn
2005 Susan Andres, Alabama State Bar
2006 Toby Brown, Utah State Bar
2006 Stuart Forsyth, Los Angeles Cnty Bar Assn
2007 Dana Collier Smith, Colorado Bar Assn
2008 Pamela Robinson, American Bar Assn
2008 Patricia Yevics, Maryland State Bar Assn
2009 Yvonne McGhee, Fairfax Bar Assn
2010 Sam Clinch, Nebraska State Bar Assn
2010 Susan Jacobs, Indiana State Bar
2011 David Bohm, North Carolina Bar Assn
2012 Anne Strickland, North Carolina Bar Assn
2013 Carolyn Witt, New Haven County Bar Assn*
(posthumously)
2014 Kevin Ryan, Vermont Bar Association
NABE Peer Excellence Award
2006 Yvonne McGhee, Fairfax Bar Association
2007 Toby Brown, Utah State Bar
2009 Mark Mathewson, Illinois State Bar Association
2011 John Sirman, State Bar of Texas
2013 Kenneth Goldsmith, American Bar Association
2014 David Bohm, North Carolina Bar Association
2014 Sayre Happich Ribera, Bar Association of San Francisco

Communications Section E.A. “Wally” Richter Award
1983 E.A. “Wally” Richter, The Missouri Bar*
1984 David Anderson, Illinois State Bar Association
1985 Elizabeth C. Price, Delaware County Bar Association (PA)*
1986 Robert A. Young, American College of Trial Lawyers
1987 Sharon Stephan, Nebraska State Bar Association
1988 Philip O. Spelman, State Bar of Michigan
1989 Wayne Wilson, Washington State Bar Association* (posthumously)
1990 Marcia Poell Holston, Kansas Bar Association
1991 Gary N. Hunt, Tennessee Bar Association
1992 Martha Snow, Oklahoma Bar Association

1993 Bradley G. Carr, New York State Bar Association
1994 Dennis P. Whelan, Ohio State Bar Association
1995 Patricia Gannon, State Bar of Arizona
1996 Mary Elizabeth Stritmatter, Washington State Bar Association
1997 Janet Stidman Eveleth, Maryland State Bar Association
1998 Elizabeth Derrico, New York State Bar Association and American Bar Association
1999 Anne Charles, State Bar of California* (posthumously)
2000 Barbara Kittrell, Berks County Bar Association (PA)
2001 Ginger Banks, State Bar of Texas
2002 Joyce Hastings, State Bar of Wisconsin
2003 Gary Toohey, The Missouri Bar
2004 Christine Cendagorta, Washoe County Bar Association (NV)
2005 Chris Blake, Connecticut Bar Association
2006 Susan Andres, Alabama State Bar
2007 Dan Cirucci, Philadelphia Bar Association (PA)
2008 Cynthia Kuhn, The District of Columbia Bar
2009 Carol Manning, Oklahoma Bar Association
2010 Duane Stanley, Hennepin County Bar Association (MN)
2011 Mark Mathewson, Illinois Bar Association
2012 Kelly Jones King, State Bar of Texas
2013 Kevin Ryan, Vermont Bar Association
2014 Francine Andia Walker, The Florida Bar
Communications Section Anne Charles Award
2001 Arlene Abady, Colorado Bar Association*
2002 Paul Nickell, Oregon State Bar
2003 Roger Parris, Bar Association of Erie County (NY)
2004 Ann Scarle, Baton Rouge Bar Association (LA)
2005 Yvonne McGhee, Fairfax Bar Association (VA)
2006 Toby Brown, Utah State Bar
2007 Christine Cendagorta, Washoe County Bar Association (NV)
2008 Kenneth A. Brown, Ohio State Bar Association
2009 David Simms, The District of Columbia Bar
2011 John Sirman, State Bar of Texas
2012 Stephanie Abbott, Clark County Bar Association (NV)
2013 Samuel Lipsman, Los Angeles County Bar Association*
2014 Judson Haverkamp, Minnesota State Bar Association

Governmental Relations Section Award
2013 William Weisenberg, Ohio State Bar Association

Appendix Q

NABE
Entity Report to the Board
Select entity type:

___Committee

___Section ___Forum

___Task Force

Entity Name: ___________________________________________________________
Board Liaison Name: _____________________________________________________
Summarize any activities this period:

Summarize meetings or conference calls this period:

Share any items your entity would like considered by the Board of Directors at its next meeting
(please attach any additional materials that may assist the board):

Sections Only - Attach any amendments to the section’s 2015-16 budget.
Submitted by: __________________________Date:________________________________
Submit to:
Pamela Robinson, Associate Director, ABA Division for Bar Services
321 N. Clark Street, Chicago, IL 60654-7598, pamela.robinson@americanbar.org

NABE Past Presidents

1941-1943

*Emma E. Dillon, Trenton, NJ

1981-1981

*G. Edward Friar, Seattle, WA

1943-1944

*J.L.W. Henney, Columbus, OH

1981-1983

*Robert N. DuRant, Columbia, SC

1944-1946

*Leland M. Cummings, Salt Lake City, UT

1983-1984

Nan Wilder, Phoenix, AZ

1946-1947

*John Mcl. Smith, Harrisburg, PA

1984-1985

William J. Smith, Jr., Baltimore, MD

1947-1949

*George H. Turner, Lincoln, NE

1985-1986

Dalton W. Menhall, Trenton, NJ

1949-1950

*Milton E. Bachman, Lansing, MI

1986-1987

Celene Greene, Lake Oswego, OR

1950-1951

*William J. Park, Austin, TX

1987-1988

*Bobbie Lou Nailling-Files, Kansas City, MO

1951-1952

*Philip S. Habermann, Madison, WI

1988-1989

William J. Carroll, Albany, NY

1952-1953

*John E. Berry, Albany, NY

1989-1990

Terrence M. Murphy, Chicago, IL

1953-1954

*Joseph B. Miller, Columbus, OH

1990-1991

Edward M. Bonney, Augusta, ME

1954-1955

*Amos M. Pinkerton, Springfield, IL

1991-1992

John F. Harkness, Jr., Tallahassee, FL

1955-1956

*William E. Pool, Austin, TX

1992-1993

*Theodore Stellwag, Harrisburg, PA

1956-1957

*Emma E. Dillon, Trenton, NJ

1993-1994

Paul V. Carlin, Baltimore, MD

1957-1958

Donald D. Molen, Denver, CO

1994-1995

Nancy A. Galloway, West Bloomfield, MI

1958-1959

*John W. Shuart, Topeka, KS

1995-1996

Bruce Hamilton, Phoenix, AZ

1959-1960

*Joseph M. Larimer, Chicago, IL

1996-1997

Dennis P. Harwick, Seattle, WA

1960-1961

*Kenneth Harris, Oklahoma City, OK

1997-1998

Keith A. Birkes, Jefferson City, MO

1961-1962

*Wade F. Baker, Jefferson City, MO

1998-1999

Katherine S. Bifaro, Buffalo, NY

1962-1963

*Henry H. Harned, Frankfort, KY

1999-2000

Gilbert R. Campbell, Jr., Nashville, TN

1963-1964

*Thomas C. Meyers, Minneapolis, MN

2000-2001

Betty J. Braden, Madison, WI

1964-1965

*John H. Holloway, Portland, OR

2001-2002

Diane O’Steen, Atlanta, GA

1965-1966

*R. Leland Hamilton, St. Louis, MO

2002-2003

Thomas R. Tinder, Charleston, WV

1966-1967

*Alice O'Leary Ralls, Seattle, WA

2003-2004

Thomas A. Pyrz, Indianapolis, IN

1967-1968

* Marshall R. Cassedy, Tallahassee, FL

2004-2005

Anne Fritz, Memphis, TN

1968-1969

*Stanley L. Johnson, Los Angeles, CA

2005-2006

Thomas Edmonds, Richmond, VA

1969-1970

*Alfred C. Schultz, Bismarck, ND

2006-2007

Allan Head, Raleigh, NC

1970-1971

*Madrid Williams, Macon, GA

2007-2008

Evelyn Albert, Lancaster, PA

1971-1972

*Fredrick H. Bolton, Harrisburg, PA

2008-2009

Rodney Wegener, Tigard, OR

1972-1973

Francis J. Bolduc, Trenton, NJ

2009-2010

Jack Lockridge, Arlington, VA

1973-1974

*Edward P. Smith, Providence, RI

2010-2011

*Carolyn Witt, New Haven, CT

1974-1975

Kay M. Runyon, Minneapolis, MN

2011-2012

Dana Collier Smith, Denver, CO

1975-1976

Eldon L. Husted, Phoenix, AZ

2012-2013

Yvonne McGhee, Richmond, VA

1976-1977

John H. Dickason, Springfield, IL

2013-2014

David A. Blaner, Pittsburgh, PA

1977-1978

*James I. Smith III, Pittsburgh, PA

2014-2015

George C. Brown, Madison, WI

1978-1979

Reginald T. Hamner, Montgomery, AL

1979-1980

Peter P. Roper, Harrisburg, PA

1980-1981

*Jack Lyle, Indianapolis, IN

* Deceased
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Appendix S
National Association of Bar Executives
Diversity Policy
Approved February 5, 2013
The National Association of Bar Executives (NABE) is committed to fostering an environment where
individual differences –of race, ethnicity, national origin, religion, gender, gender identity, sexual
orientation, age, generation, and disability– are valued. Diversity of perspectives, experiences,
backgrounds, and talents are assets that will serve this association and the entire legal profession.
NABE is committed to increasing diversity and inclusion within its membership and leadership, and to
promoting involvement and access to leadership opportunities among all members.
NABE will commit time and resources to advance the objectives of diversity and inclusion within the
organization. Further, NABE will serve as a resource for its members in their efforts to advance
diversity and inclusion within the staffs and memberships of their respective organizations.

Appendix S
National Association of Bar Executives
Diversity Plan
Approved February 5, 2013
I. Information Gathering – Where are we?
a. Analysis of current NABE membership. This analysis will include specialty bar
analysis and geographic area.
b. Looking back – who have been past participants of NABE diversity efforts?
II. Bar Surveys (Members and Non-Members)
a. Members
i. Who: Survey would include questions to each member bar, whether state, local,
national, or specialty.
ii. What: Questions would be focused around our mission. I.e., surveying bars on
questions pertaining to all areas of diversity: age, sexual orientation, ethnicity,
origin, etc.
b. Non-Members
i. Who: Bars who have staff, are diverse and not NABE active or not members.
(e.g. National Native American Bar now has an ED).
ii. What: Questions would focus around their knowledge of NABE (or lack
thereof), questions on services they use/need, and matching that with NABE
resources.
III. Outreach Phase
a. What: With the information from the surveys, the Diversity committee can then take
active steps to target what members would like/need assistance in diversity recruitment,
and at the same time enroll new members that would add to NABE’s diversity.
b. How: By reaching out to members holding webinars, meetings, calls, etc. outlining how
our committee can help. And by reaching out to new potential members outlining how
NABE can assist them in their mission.
IV. Enrollment
a. The process by which we secure the commitment of current members more active on
diversity and add new member bars.
V. Metrics, Reporting
a. The results of the above.
VI. New Bar Membership
a. As a second phase, after exploring work with current members and diverse bars, the
next phase could be to reach out to additional potential new members by specialty,
geographic area, etc.

